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1. Getting Started 
The review of the 2019 NMTC Allocation Applications will be conducted using an electronic, internet-

based tool.  The CDFI Fund has developed this tool to facilitate the review process from remote 

locations and to enhance communication between Reviewers and Team Leaders, who act as quality 

assurance points of contact.  The online review form consists of a scorecard for each review assignment 

which will be accessed via our Awards Management Information System (hereby referred to as “AMIS”).  

This manual will provide you with guidance on using each part of the electronic review form. 

 

1.1 Required Software and Hardware 
AMIS can run on any computer with an internet connection and supports the following browsers1: 

- Browsers: 

a. Google Chrome (most recent, stable version) 

b. Mozilla Firefox (most recent, stable version) 

c. Microsoft Internet Explorer versions 9, 10, and 11 

d. Apple Safari, versions, 5.x, 6.x, and 7.x on Mac OS 

1.2 Reviewer Portal Overview  
 

1. Open a browser and enter the URL https://amis.cdfifund.gov/s/AMISHome to login to the AMIS 

portal  

2. Once you log in as a Reviewer, the following screen will be presented:  

 

3. On this page, you will see few tabs. 

 Home - This page displays all the tasks assigned to you 

 Reviewer Profile – This page is where you can create your Reviewer Profile 

                                                           
1 For additional details, visit: https://resources.docs.salesforce.com/214/latest/en-
us/sfdc/pdf/salesforce_technical_requirements.pdf  

https://amis.cdfifund.gov/s/AMISHome
https://resources.docs.salesforce.com/214/latest/en-us/sfdc/pdf/salesforce_technical_requirements.pdf
https://resources.docs.salesforce.com/214/latest/en-us/sfdc/pdf/salesforce_technical_requirements.pdf
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 Scorecards – This page is where all the assigned scorecards are displayed.  

1.3 How to Logout as a Reviewer 
 

1. To log out of the application, simply click on the username on the right side top corner and 

select Logout option. 

 

 

2. Reviewer Scorecard – Reviews and Submissions 
 

2.1 Accessing the Scorecard and the NMTC Application 
 

1. Once a scorecard is assigned to you, a Task is created on the Home tab and you shall receive an 

email notification.  
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2. Login to the AMIS Portal and review the Tasks assigned on the Home tab. Navigate to the Scorecards 

tab; If no scorecards appear, click on the dropdown list and select “My Open Scorecards”, then click 

“Go”. The assigned scorecards will be displayed. Only New or In Progress Scorecards will appear in 

this view. You can also select the view labeled “My Teams SC NMTC 2019” to view Scorecards with   

all scorecards with “New”, “In Progress” and “Submitted” status. 

 

3. On the Scorecard tab, click on the Scorecard record link to open the scorecard. Do not select “Edit”. 
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4. On the Scorecard page, click on the “New View Scorecard” button to open the Scorecard. 

 

 

5. After you click on the “New View Scorecard” button, the Scorecard is displayed on a new tab. The 

scorecard displays relevant information in the Header: 

a. Applicant Name 

b. Reviewer Name  

c. Application # 

d. Team Leader Name  

e. URL link to the AMIS application 
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6. Click on the “View AMIS NMTC Application” button to view the NMTC Application. 

 

7. Use the Table of Contents on the left side of the page to navigate between sections and subsections 

of scorecard. The Scorecard displays questions and answer options within Sections and Subsections. 

 

8. You will notice some questions that are prepopulated, greyed out and not editable. These are 

automated questions. If you believe the information is incorrect, please contact your Team Leader. 

 

 

9. Click the “Save Changes” button to save any changes if you need to revisit the scorecard before 

submission. To return to the AMIS Portal, click the “Return back to Portal” Button.  

 

10. Once all the questions are answered and your justifications are complete, you will see all green 

checks on the Sections and the “Submit Review Card” button will appear. 
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2.2 Scorecard Submission and Status Verification 
 

1. Click “Submit Review Card” button to submit your scorecard. After pressing this button, you will not 

be able to view or make further edits to the Scorecard.  

 

2. Click on the “Return back to Portal” button after submitting the Scorecard.  
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3. After submitting the Scorecard, you can view the Status of the Scorecard along with Team Leader 

Approval status on the Scorecard detail page. 

 

4. Scorecard detail page will display the Date Submitted with time stamp, Scorecard Status, and Team 

Leader Approval Status as shown in the following screen. 

 

 
 

2.3 Acting on a Team Leader’s Request for Changes  
 

1. After your Team Leader reviews your scorecard submission, they may request changes to the 

Scorecard.  

 

2. Once the Team Leader changes the Status of the Scorecard to “Request Change”, an email 

notification will be sent to you. 
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3. Once you receive this message, log in to AMIS and navigate to the Scorecard record, and view the 

Team Leader’s feedback, and address their changes by accessing and updating the scorecard. Once 

your changes have been made, click on the “Submit Review Card” button to resubmit the scorecard. 

 

 

2.4  Reviewer Verifying Scorecard “Approved“ 
 

1. After your Team Leader reviews the Scorecard and changes the status of the Scorecard to 

“Approved”, you will receive the following email notification:  
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2. You can log into the AMIS to view the scorecard and verify its status, but will not be able to make 

any further changes to it.  

 

 


