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What is the Project Status Report (PSR)?

The PSR is a year-to-date report containing key Thrivent Builds Homes (TBH) build progress and milestone
information for each Thrivent Regional Financial Office (RFO) and Habitat Affiliate. The report is used
monthly by the TBH Project Team to manage the project, identify gaps or areas of concern, and reach goals
in order to succeed in building homes on time.

Accessing your PSRs

Your PSRs are located in the Thrivent Builds database located on a secured LAN drive. On or before the last
day of each month, Community Engagement Teams (CETs) must use this process to submit their PSRs so
that the Thrivent Builds Group receives the most up-to-date information.

1. First-time users: A week before the PSR due date, send an email Important Reminder:
to “BOX Thrivent Builds Homes” to request access to the secured First-time LAN users must
LAN driVe: T:\CUS“nfO\Frat\ThriVent BL”IdS Shared\PSR request access to Secured

2. You will receive an email notification when access has been LAN drive at least one
approved, generally within 3-4 business days. week before needed.

3. After updating the PSRs, if desired, print a copy of each home
update for your records.

4. Open Windows Explorer (Right-click on the Start button and select Explore) and navigate to the
secured LAN drive: T:\Custinfo\Frat\Thrivent Builds Shared\PSR. Note: If this is your first time
accessing the secured LAN drive, you may want to add it to your Favorites for easy future access.

5. Double-click on the file “Shortcut to Thrivent Builds PSR” to open the database.

Have questions about the “Secured LAN Drive?

Contact the Technology Service Center at 800-847-4836, at the voice prompt, say "Directory”, dial
34357, press 1 to reach the Corporate Service Center, press 8 for all questions. Or send an email
to BOX TSC. The direct phone number is 920-628-4357.

Monthly PSR Reporting Process
1. One week prior to each monthly project team meeting:

v/ Habitat Affiliate Project Leader sends the updated Affiliate Monthly Report to the Thrivent Community
Engagement Team (CET) and Organizational Development Consultant-Thrivent (ODC-T).

v' Chapter Specialist completes online reporting for funds raised and Gifts-in-Kind pledged and
received, which (1a) generates the Thrivent Builds Activity Focus Report. (Note: This report is
updated on a weekly basis every Monday.)
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2. The CET uses the Affiliate Monthly Report and the Thrivent Builds Activity Focus Report to update the
PSR, and emails an updated copy to each team member prior to the monthly team meeting. *(Note: the
Affiliate Monthly Report has been updated for 2012 and is available on Thrivent Builds Resources.)

Each team member reviews the report to identify issues, builds at risk of not being completed by
December 31, and other concerns or gaps regarding the TBH project and prepares to discuss at the next

team meeting.

The first PSR is due on March 1, 2012. Then, on or before the last day of each month (starting with

March 31) the CET updates each home’s PSR in the Thrivent Builds database:
T:\Custinfo\Frat\Thrivent Builds Shared\PSR (see page 1 of this guide for details on accessing the

database).

3. Authorizing the release of funds to affiliates. When the CET and ODC-T have checked “Yes”

(on the PSR) for a particular home’s milestone completion and are ready to authorize the release
of funds, the CET emails Kellie-Ann Brown (thriventgrants@habitat.orqg) in HFHI’s Finance
Department and copies their appropriate ODC-T. Indicate which affiliate(s) and home(s) is/are

ready for a disbursement.

4. Project Management Reports are available after March 5 at www.thriventbuilds.com/resources.

Monthly Project Status Report Process

1 )Habitat Affiliate Project Leader:

v Completes Affiliate Monthly Report

— Volunteer data

— Affiliate fundraising results
— Build Progress Indicators
— Publicity

— Fundraising activity results

and received donations)

1 ) Thrivent Builds Chapter Specialist:
v'Completes online reporting for:

— Gifts-in-Kind donations (pledged

!

2 HFHI Organizational
Development Consultant:

la \1/
QGenerates Thrivent Builds Activity Focus Report.

Report is updated on a weekly basis (every Monday).

N v

v' Authorizes approval for Sk

funds disbursementas ~ f—>>
milestones are met

\2)

v'Completes each home’s Project Status Report

— Use Affiliate Monthly Report
— Access and use Thrivent Builds Activity
Focus Report (Reports area of CET Team site)

<\I ]than March 1

1" PSR
d

ue no later

v v

Thrivent Builds Group HFHI Finance
(via LAN Network) Department
(only when funds
T reports \1’ disbursement is
available Generates Project Management Reports needed)
March 5
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Using the PSR

1. Open Thrivent Builds database (see instructions on page 1). If this message appears, click OK.

Thrivent Builds Administration

The local wersion will be automatically refreshed.

i ) The system has identified recent changes to the master database,

Plzase wait while Access closes and the database refreshes,
This Thrivent Builds system will reopen when the refresh is complete,

The time reguired to reopen the system is dependent on your network, connection speed, generally the estimated time is 1 - 5 minutes

2. Whenever this Security Warning appears, click Enable Content.

Clipboard

! ;' Security Warning

Sort & Filter Records

Some active content has been disabled. Click for more details.

Enable Content

3. The Main Menu displays when entering the database. Click Add/Update Project Status Report.

[A] Thrivent Builds Homes - Current Program Year: 2012 o =
ThrivenT
o r
Thrivent Financal
-‘fﬁ' m or litherans
‘ [ Add/Update Project Status Report ]
CET PSR Eepotts |
Exit ]
[A] Project Status Tracking - Select RFO--Affiliate-—-House
Project Status Report | Home Miestones | Home Fundraising - Volunteer Totals || Build Progress | Build at Risk / Issues | Activities | Final Buid Report
Program Year / PSR Period
Current Program Year: 2012
PSR Entry / Update for Period: January
Select Affiliate: [ Include Final PSRs for Completed
Select Regional Financial Office Affiliate Number Affiliate Name Homes in List
115 - Northeast -
165 - Pennsylvania E
190 - Florida & Georgia
230 - Ohio
240 - Great Lakes
270 - Mid-America
283 - East MN and Northvvest W1 v
PSR - Approved Affiliate Homes
Last Date Updated Prograrm Yaar House Address/Description PSR Status

Close
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5. On the Project Status Report tab, select an RFO. The affiliate name(s) populates.
6. Select the affiliate name. The approved home(s) will display at the bottom.
7. Click to highlight the specific home you want to update; then click Edit PSR.

@ Project Status - 165/2485801-375 5 Reads Way < Home address iS o = R
displayed here.

Project Status Repart | Home Milestones | Home Fundraising - Volunteer T¢ ctivities | Final Build Report

Program Year / PSR Period

Current Program Year: 2012

PSR Entry / Update for Period: January

Select Affiliate: [ Include Final PSRs for Completed
Select Regional Financial Office Affiliate Number Affiliate Name Homes in List
115 - Northeast -~ erks County, HFH of

63 - Pennsylvania
A |t| n | 190 - Florida & Georgia
. dd @ a 230 - Ohig
information 240 - Great Lakes
270 - Mid-America
fOr ea(?h 283 - East MN and Northwest WI v
home IS PSR - Approved Affiliate Homes

displayed in
this section.

Last Date Updated Program Year House Address/Description

( Edit PSR ,

ZSSZEEﬂEE??E A pridlimaivd oo | J Click here
to update

house

address.

Click here to Print PSR.

8. On the Home Milestones tab, specify the Milestone statuses at least once per reporting period by
clicking Yes or No on each Milestone. Note: An error message will appear if you fail to select

Yes or No.
@ Project Status - 165/2485801-375 S Reads Way o [ 3
Moving L -
between Project Status Report | Home Milestones | Home Fundraising - Volunteer Totals | Build Progress | Build at Risk / Issues | Activites | Final Build Report Use ‘PreVIOuS’
5 ‘ 7]
tabs WI” <-—Previous l [ Next —> s’l}go’r\]lsexér
update and |V\ewing,’Editing - RF0O:165 Affiliate:248580 Address: 375 S Reads Way I | k ’t b t
save data. click on tabs to
Last Date Milestone questions were updated: 12/5/2011 move between
tabs.
Preparedness Milestone Due Date: 3/1/2012
-Copy of Deed g
-Signed Build Agreement LET opcT
-Certificate of Insurance ® Yes O No O Yes O No

-Site Safety Plan
-Draft Build Schedule

Resource Milestone Due Date: Before Volunteers Are On Site

-Clear Title

-Permits Pulled LET opc-T

-Variances Approved O Yes O No O Yes O No

-50% Funds Pledged (Thrivent) 3

-50% Funds Pledged (Affiliate) CI|Ck here to

-50% Volunteer Slats Committed return to the Main

PSR Screen to
CIle here to Save PSR. Completion Milestone Due Date: 1/15/2013 SeleCt a diﬁerent
Note: Moving between ~Certificate of Occupancy LET oDC-T PSR or Affiliate.
g Y i Yi N

tabs will also save data. R 4=

al House Cost: $97,000.00  Thrivent Award per Ho £53,350.00

[ Print PSR... Save PSR ] l Return to Selection Tab [ Close I
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9. Click the Home Fundraising-Volunteer Totals tab.
10. Enter the funds pledged and raised by the chapter(s), volunteers needed and committed, and
actual volunteer results.

@ Project Status - 165/2485801-375 S Reads Way o =B ER
Project Status Report | Home Milestones | Home Fundraising - Volunteer Totals | Build Progress | Build at Risk / Issues | Activities | Final Build Report
<-— Previous ] I Mext —» |
‘Viewing{Editing - RFO:165 Affiliate:248580 Address: 375 S Reads Way '
Funds - Cash and GIK Volunteer Totals
Fledged Raised
The chapter - g volunteer Shots: Heeded Committed
123 important chapters £2,700 $1,515
name can 123 im : | ! 352 178
be changed [chapter 3 [ svooo | 8750
here. [chapter 3 $1,050 3475 ‘
Ach
[chapter 4 [ | 50 usis
YTD Total Volunteers: 42
|Chapter 5 | &0 | 50 % of Total
YTD Lutherans: 21 50.0%
|Chapter & 50 $0
YTD Thrivent Members: 15 35.7%
[chapter 7 [ s0 | 50
YTD All Volunteer Hours:
YTD totals e [ »w [ 5 0
are d|3p|ayed |Carry over funds from pre 20 50
here (data 1S [cash from Affiliate [ so | 50
from the
- . YTD Totals ———
appl|cat|0n)- Needed Pledged Raised
¥TD Thrivent Led: £9,700 $5,250 $2,063
YTD Affiliate Led: £33,950 50 50
I Print PSR... ] [ Save PSR ] [ Return to Selection Tab ] [ Close

11. Click the Build Progress tab.
12. Enter the information needed provided from the Affiliate.

@ Praoject Status - 165/2485801-375 S Reads Way o B2

Project Status Report | Home Milestones | Home Fundraising - Volunteer Totals | Build Progress | Build at Risk / Issues | Activities | Final Buid Report

I
|V|ewmglEd\tmg - RFO:165 Affiliate:248580 Address: 375 S s Way I

Build Progress 5
Build Progress - Description Planned Completed Status/MNotes Use thls
section to
;ermlts Zul\ed and Variances 12017 i [ 2/25/2012 record notes
pproved:
that are helpful
groundbraakmg,’WaH Raising 4/1/2012 4/13/2012 to yOU (e.g.,
eremony: .
i Rain delay).
First Date Volunteers on Site: \ 4/7/2012

Rough Plumbing, Electrical and 7/7/2012
HVAC Inspections Complete:
Construction Complete: 8/18/2012
Dedication: ‘ 9/8/2012 ‘
Print PSR.... ] [ Save PSR I [ Return to Selection Tab ] [ Close
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13. Click the Build At Risk tab.
14. Select Yes or No to answer the “Do any issues exist that could cause this build to not be

complet

ed?” question.

15. An Open Issue must be updated and closed when answering No.
16. Enter the expected date the issue will be resolved.

@ Project Status - 165/2485801-375 S Reads Way

Project Status Report | Home Milestones | Home Fundraising - Volunteer Totals || Build Progress | Build at Risk / Issues | Activities || Final

You must answer
this question once
per reporting
period.

closed issues.

Click here to view

]

|V\ewmgf’Ed|tmg - RFD:165 Affiliate:248580 Address: 375 S Reads Way

_I /f < Previaus H Next —>
| £

Use these arrows

Do any issues exist that could cause this build to not be completed?

O Yes

—2 At Risk Open Issues for Build

(OMNo  LastDate Build AtRisk Issues Addressed:

12/08/2011

[H] view Closed Issues

New Issue

to view all issues.

Issue Causing Delay

Intervention(s) being
taken to remedy delay

Date This Issue Was
Last Addressed:

Expected Issue Resolution
Date:

Has There Been a Change
in Status For This Issue?

12/07/2011

—

Oves Ono

Issue Status: ’OpEmiV

N3

An Open Issue

Permit issue

must be updated
and closed when
answering No.

Meeting with city officials in 2 weeks.

Project Management Issues:

PrntPeR... | [ savepsm

I I Return to Selection Tab

]

[ Close

17. Click the Activities tab.
18. Enter Date of Activity, Type, Description, # of Participants and Publicity information.

@ Project Status - 165/2485801-375 S Reads Way

Project Status Report || Home Milestones | Home Fundraising - Volunteer Totals | Build Progress | Build at Risk / Issues | Activities | Final Build Report

CE== | Tracks Year to

‘V\ewmngd\tmg - RFO:165 Affiliate:248580 Address: 375 S Reads Way

Actual affiliate activity results this menth

specifically related to Thrivent Builds

Date of Activity ~ Type of Activity

O

view all activities for affiliate for
current program year

Activity Description

Affiliate Year to Date Count of:
Activities: 4

Participants:

=

Date totals.

229

# Participants

-

2/3/2012 [Coffee Hour

v |Infnrmatmn coffee hour at the local Lutheran Church.

217

3/31/2012 [Fund-raiser

v |cmn collections from the Sunday School kids at church near the house's location....just typin |

7|

3 |

5

X (X (X X

and Dedication
activities will
automatically
populate here

entered on Build
Progress tab.

Groundbreaking

based on what is

|
|
| 3/31/2012 ‘Fund—ralser
|

4/13/2012 \Gruundbreaklng/\f\!all Raising (crea v |375 S Reads Way

Media Stories:
Church Communications:

Approved Signage Sites:

& |

blicity Information last entered for:

Hew
This Month

Accumulated
Totals YTD

o 2
o 3
o

1

Publicity Coordinator Information

P

First Name:

|Update as neaded

Last Name:

|Update as needed

Email:

|Update as neaded

The Publicity
Coordinator is
prefilled, but can
be updated as
needed.

Phone:

|Update as neaded

[Cprntesr. ] [ saverss

] [ Retwm toselectonTab |

Close
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19. Click the Final Build Report tab.
20. Enter Family Information and Actual Costs.

21. Only when the house is 100% complete and all reporting is final — Click the Completion and

Dedication Dates Entered box. Note: An error message will appear if information is still needed.

[A] Project Status - 165/2485801-375 S Reads Way o B &R
Project Status Report | Home Milestones | Home Fundraising - Volunteer Totals | Build Progress | Build at Risk / Issues || Activities | Final Build Report
|V|ewmngd|tmg - RFO:165 Affiliate:248580 Address: 375 S Reads Way .
Final Build Report Information
Family Information
Family Size: 6
Number of Adults: 2
Actual Costs:
Land and Site Development: 50
House Construction: 50
Subcontractor/Skill Trades: &0
Affiliate Administration: &0
Affiliate Supervision: 50
) Subtotal (House Cost): $0
Iol\/li'lzglfh-ll-?l')\lc;l;( Total Tithe Planned/Sumitted to HFHI: 50
iS Checked Grand Total (House Cost + Tithe) $0
yOU Cannot’ Final Selling Price to Partner Family: 50
make any PSR Is Final / Home is Complete
additional [0 completion and Dedication Dates Entered.
Changes to th|S (All Fundraising and Volunteer Information Updated)
PSR [ Frint P5R.... ] [ Save PSR ] [ Return to Selection Tab ] [ Close ]
Accessing Reports
1. From the Thrivent Builds Database Main Menu, click CET PSR Reports.
2. Select the year and desired report, and click Show Report to view or print.
(A] Thrivent Builds Home PSR Reports Screen = E3
CET PSR Reports
PSR Year: 2012 P
Reports
Details by SMCE/CET
All Build Progress Indicator Detail by RFQfCET
Mational by SMCECET
Homes by Affiliate State
Final Build Summary By CET
Final Build Report Summary By State
Activities
Builds At Risk
Tax Exempt Highlights RFO Extract
Tax Exempt Highlights State Extract
HouseMasterID Data
[ Show Repart ] Close
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Closing the Database

1. From the PSR screen, click Close at the bottom or X at the top right of the screen.

@ Project Status - 115/2401601-Inman Street, Cinnaminson, NJ 08077

Program Year / PSR Period

Current Program Year:

165 -
190 -
230 -
240 -
270 -
283 -

syl
Florida & Georgia
Ohio
Great Lakes
Mid-America
East MN and NW WI

PSR - Approved Affiliate Homes

Select Regional Financial Office

Project Status Report | Home Milestones | Home Fundraising - Volunteer Totals | Build Progress || Build at Risk / Issues | Activities | Final Build Report

2012

PSR Entry / Update for Period: January

Select Affiliate:
Affiliate Number

[] Include Final PSRs for Completed
Affiliate Name Homes in List
240160 Burlingto ] Affiliate, Inc., HFH,
242090 Suffolk, of
242140 Capital District HFH
242450 Buffala, HFH

Last Date Updated

Program Year House Address/Description PSR Status

Mot Applicable

PrintPSR...

2012 Inman Street, Cinnaminson, M) 08077 MOTSTARTED

Close

Update Address...

)
N

2. From the CET PSR Reports screen, click Close at the bottom or X at the top right of the reports

=

screen.

[A] Thrivent Builds Home PSR Reports Screen

| CET PSR Reports |

PSR Year:

Reports

Details by SMCE/CET

All Build Progress Indicator Detail by RFQ/JCET
Mational by SMCE/CET

Homes by Affiliate State

Final Build Summary By CET

Final Build Repart Summary By State
Activities

Builds At Risk

Tax Exempt Highlights RFO Extract
Tax Exempt Highlights State Extract
HouseMasterID Data

Show Repart K Close )

3. From the Thrivent Builds Database Main Menu, click Exit button to close the database.

R3-12

[A] Thrivent Builds Homes - Current Program Year: 2012 o [E

bulids

P o Y [
Thrivent Financlal
AT tabltat | e

DO NOT click
on this X to exit
the database.

I Add/Update Project Status Report ]

! CET PSR Reports |

—>

Exit ]
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Error Opening the Database

If you experience an error opening the database, the local version of the database stored in the
temporary folder on your C:\ drive must be deleted and refreshed.

1. Open Windows Explorer (Right-click on the Start button and select Explore) and navigate to the
secured LAN drive: T:\Custinfo\Frat\Thrivent Builds Shared\TempDriveClear.

@ T:\CustInfo\Frat\Thrivent Builds Shared\TempDriveClear

File Edit ‘Wiew Favoribes  Tools  Help

eBack - _/I L:ﬁ- /'_-\JSEarEh ‘H-_L' Faolders ¥ | x n v

o~ Y

Addressl]ﬁ T\ CustInfolFrat) Thrivent Bulds Shared! TempDriveClear J

Folders x Mame

{= ui’l Thrivent Builds Sharedj A (@TBDELETELOCP.L'I.I'ERSIONONLV.'I.I'I.I'SF]
= PSR
|5 Reparts

{ 2 TempOriveclear )

T 7% Thaiv ek hmien

2. Double-click the file named TBDELETELOCALVERSIONONLY. When clicked, the script file
searches for the existence of the TBHAdminProd system on your local C:\ drive. If found, the
user is asked if they wish to remove it:

Thrivent Builds Homes

Remove the PSR Application from the temporary location?

C:tempyCustInfolFrath TEHADminProd TEGSQLServer  accdb

3. Ifyou click Yes, the local copy is deleted from your C:\drive. If you click No, it does not.

4. If the TBHAdminProd system is not found on your local C:\ drive, this message displays:

Thrivent Builds Homes

The PSR Application was nok found at the temporary location?

4 kemplCustInfolFrat TEHADminProd) TEGSOL Server, accdb

5. After the local copy is deleted, open the Thrivent Builds database again following Using the PSR
instructions on page 3.

6. If you are still unable to open the database, email BOX Thrivent Builds Homes.
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