Exhibit C

How to use the IAC’s Online Grants System for Panel Readings & Scoring

1. Logon to the internet and type in www.cgo-basic.org in your address bar.
a. RAP Passwords:
i. The username is the word region followed by your region number, i.e. region7 (all lowercase, no spaces)
ii. The password is the regional service director’s first initial followed by last name, i.e. ablevins (all lowercase, no spaces)
b. RAP Panelists passwords will be provided to the IAC and the panelist by the RAP (Follow guidelines provided in Exhibit A)
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2. Once the panelist logs in, all active panels (in red) assigned to their name will appear under the “Select Program” header. The panelist

will click on the name of the panel to score/review applications. If a panelist is assigned to only one program, CGO will skip this step.

a.

As you work in the system, keep in mind that all active links are red
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3.

Exhibit C

In the next screen, the panelist will see a list of all applicants in order by application number. This is where you will go through to review

applications and enter scores for each applicant.
The records per page drop down menu should be set to “All” (circled below)

a.
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4. Panelists will review the PDF of the application. Anyone accessing CGO must have Adobe Reader to see the PDFs of the application.

Adobe Reader can be downloaded for free at www.adobe.com.

a. Applications can be saved and/or printed. To save them, open the document and go to “File”, “Save As” and choose the desired

location.

b. The “Applicant Files” are listed below the PDF and include all documents the applicant has uploaded as part of the application.

These documents are also available as active links within the application PDF.
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5. After reviewing the application, scores can be added by using the “Rank” drop down menu. RAPs have the option of using this area as
panelists will also be using the paper Criteria Rating Sheets to provide category breakdowns. Comments will be gathered within CGO and

can be added by clicking the “Add Comments” link.
a. Highest total score is 100 points (All categories on the criteria rating sheet will add up to this amount). Panelists can enter this

data prior to the panel and alter it during the review at the panel meeting.

b. The “Add Comments” link will open a separate browser window that panelists will type into and select submit to save.

Comments can be changed/edited during the panel.
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6. Always SAVE after a score has been entered for an application by clicking the “Save Rankings” button (There is one at the top of the list
of applicants and one at the bottom). Panelists can leave off at any point when reviewing applications and come back to the online
system. When they log back into the system, the information saved will appear.
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7. To exit the system, click on the “Logout” button. Always save before logging out.
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