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Section 1:

Getting Registered

All users must be a registered in order to enter an application into Egrants. Please
allow enough time to register in Egrants so that deadlines for submitting applications
can be met. Depending upon activity level, it can take several days to complete the
registration process at ICJI.

In order to apply for funding through ICJI’s Egrants System, BOTH individuals and
agencies MUST be registered, including the recipient agency. In addition, roles must be
assigned. This three-step process is outlined in detail below.

Registering Agencies

If an agency has never applied for funds through the Egrants system, that agency will
need to register in the Egrants system.

e Complete the Agency Registration Request Form.
0 This formis located on the ICJI webpage at
http://www.in.gov/cji/files/E_Agency Registration Form.pdf

e Upon completion, click on the Submit button to send via email or you can print the
form and fax it to ICJI Egrants Support at (317) 232-4979.

o Allow 1 to 2 business day for the agency registration process to be completed.
Registering Individuals

Individuals that will enter information in Egrants, or be a contact for a concept paper or
application, MUST also register to use Egrants.

e The Individual registration process is online at the Egrants homepage,
https://egrants.cji.in.gov.




— Click the Register button.

{0 Egrants

UserID:* bhampshire

Site Access

Password:* sssssssss

Login

Register
Reaistarferdccess to the Indiana Criminal Justice Institute Egrants Application

Change Password

Change your login password.

Forgot Password

Forgot your Password?
Click here to have a new one sent to your e-mail address.

For passward resets plesse call the 10T Customer Service Depariment: Tell Free at 1-800-282-1095 or Locsl &t (317)232-1222. For all other problems, send an email to CJ| Helo Dess.

Complete the form fully.

Create a User ID and a Password.

0 Write down your User ID and Password and put them in a safe place for
future reference. Egrants Support CANNOT RETRIEVE PASSWORDS; it is
the responsibility of the user to secure and remember it.

0 The password must include 6-14 characters, and contain a capital letter,
lower case letter, number and symbol (Example: aBcD123@S$&). The
“Submit” button will not appear unless the password entered is deemed
“Excellent” in strength.

Create a security question and answer to be used if the identity of the user needs to
be confirmed.

—> Click Submit when complete.

AT
lgl Egranfs ICJI Egrants User Registration

Fill in the form below to complete your regisiration into the IC.8 Egrants system.
Alroady have an account? Please Log in now

Courtes

Counesy Pick
v = Jane

(]

e In

LastMame:* Des Sumx Sutlix Pick,
i

Program Manager Title Pick
* poei@gmail com

* Email =

Strest Adress: *

0. Box

City. * LaCasa State: *  Indiana v ZipCode * 123455642
Courty. *  Adams - Country * UNITED STATES -
Phone:* { 260 ) 123 - 1234  Gaeesien

Fac (260 ) 123 - 1235

User i " pdoe

Password: *

Answer * S
@ —



e Fully read the ICJI Egrants Terms of Use.
— Select Agree to continue or Disagree to cancel registration.

— Click Continue.

INDIANA CRIMINAL JUSTICE INSTITUTE
ICJI EGRANTS TERMS OF USE

Through vour User ID and password you will be granted access to certain grant information. These user credentials are A
only for your use. You should not divulge your password to anyene. The Indiana Criminal Justice Institute (ICJI) or any
other State agency will never ask you for your password in an unsolicited phone call or email. Sharing of User ID?s
and/or passwords is not permicted. Each individual who wishes to use this site must properly register and obtain a
unique User ID and password.  ICJI requires individual User ID?s in order to provide appropriate communications to
users and for information security purposes. Only individuals who have cbtained a unique User ID and password may
continue. If you have not cbtained a personal User ID and password, you are prohibited from acesssing this site. I you

o continue, you are confirming that you are the authorized holder of the User ID and password. If you have
already sMged your User ID and password, you must change your password immediately. If you share your User ID and

@ Agree)
_ Disagree
> .
( Continue Dnce\

~S——

m

Assigning User Roles

Roles are required in order to complete various sections of the online application or
concept paper. Roles can be assigned after the individual registration is complete.

The User Access Request page is available to a registered user after they agree to the
ICJI Egrants Terms of Use.

— Click the Join New Agency button.

Work Manager

Main Menu ‘ User Management
I

Profiles Access Requests

UseriD: 1709
User Name: Mrs. Jamie M Doe

USER ACCESS REQUEST

Current Agency/Project Roles Access
Click "Join New Agency” button to request a role(s) for a new agency or select an "Agency” table link to request role modification at an existing agency.
‘ Join New Agenc ’

0TeToTds found!




— Enter search parameters to find the agency to associate to the registered
individual.

— Click Search.
— Click the link to the appropriate agency.

If an agency cannot be found through the search the agency may not be registered
in the Egrants system and must do so before roles can be assigned.

JOIN AGENCIES SEARCH

Search Criteria:
Agency Name:  Indiana Criminal Justice Institute
TaxID:
City:

County: [All hd

State: [All] v

Agency Name

Indiana Criminal Justice Institute - 101W. Washingten St Indianapolis

Back

Enter the justification for the roles in the Reason for Request box.

Grant ID-Project drop down menu will have all the individual projects listed in which
the user can choose what grants to be added to.
0 Find the specific grant ID that has already been created to assign individual
to an existing grant.
0 Choose All to assign the individual to all grants created for the agency
selected

JOIN AGENCY
Agency Name: Indiana Criminal Justice Institute
Street Address 1: 101W. Washington St
Street Address 2:
County: Marion
City: Indianapolis
State: Indiana
Zip Code: 46204-3411
User Manager{s): Ms. Kim Snyder,
Ws. Stephanie Edwards
Reason For Request™ adq new employee to agency grant applications

Requests
GrantiD-Project: [All] E\
o Al
Roles Requested: Add Role R t
N 1904 - Bet Manual Test lupdine Bernent
Feested fcion——emsio rnth RN I

71906 - DDE Enforcement
1907 - dde

1908 - JVA's DDE Application
1909 - Beth Training Test
1910- SUPPORT DV SHETER
1911 - test

Current GrantlD-Project 1912 - Safe Driving Pragram
1913 - Traffic

1914 - testing PMR




e Roles Requested drop down menu allow the individual to choose the roles that are
needed to manage grants for the selected agency.
0 Choose the role that needs to be assigned. Multiple roles are allowed.

e Click the Add Role Request button.

JOIN AGENCY
Agency Name: Indiana Criminal Justice Institute
Street Address 1: 101W. Washington St
Street Address 2:
‘County: Marion
City: Indianapolis
State: Indiana
Zip Code: 46204-3411
User Manageris): Ms. Kim Snyder,
Ms. Stephanie Edwards

Reason For Request™ asq new employee to agency grant applications.

Requests

GrantiD-Project: [All]

Roles Requested:  Agency Financial Creator E\ ‘
s s oo ol st s
Agency Financial Reader
Age 0g
Agency Program Reader R
Agency Submission
Agency User Manager

e Roles can be removed by clicking the Remove button.

e Role Definitions:

Program Reader: This role allows a user READ-ONLY access to all programmatic
data within a project. This includes all summary project data (the kind of
information that would, in the past, have appeared on the first page of a printed
application); all narrative sections not specifically associated to the budget; and all
sections devoted to performance measurement. Examples include, but are not
limited to: Problem Description; Project Description; and Performance Measures.

Program Creator: This role allows a user READ/WRITE access to all programmatic
data within a project. This includes all summary project data (the kind of
information that would, in the past, have appeared on the first page of a printed
application); all narrative sections not specifically associated to the budget; and all
sections devoted to performance measurement. Examples include, but are not
limited to: Problem Description; Project Description; and Performance Measures.
This role can also submit program reports.

Financial Reader: This role allows a user READ-ONLY access to all financial data
within a project. This includes all summary project data (the kind of information that
would, in the past, have appeared on the first page of a printed application); all
budget sections and line items; and some contractual sections such as Recipient
Agency Budget.




Financial Creator: This role allows a user READ/WRITE access to all financial data
within a project. This includes all summary project data (the kind of information that
would, in the past, have appeared on the first page of a printed application); all
budget sections and line items; and some contractual sections such as Recipient
Agency Budget. This role can also submit fiscal reports.

Submission: This role allows a user to SUBMIT applications, modifications, and
continuations. A user without this role may work on a project, but will not be able to
submit it to ICJI. Similarly, if a project were returned to the applicant for revisions,
only users with this role could re-submit the revised project. This role can allow
agencies (particularly larger ones) to enforce some level of review over what is
submitted to ICJI.

User Manager: Though the title can be somewhat confusing, this role allows a user
to MANAGE SECURITY ROLES (access) for an agency’s projects. While agencies can
have as many User Managers as they need to accommodate their business
processes, ICJI will only set up the first User Manager per agency. Because we make
over 1300 grants per year, some to very large agencies, we cannot handle user
management tasks for all our applicants. Each applicant agency registering in the
Egrants system will be required to designate a person as their User Manager, and
ICJI will establish the appropriate role(s) for that person. That person then assumes
the responsibility for managing users for the applicant agency’s projects. (We
strongly recommend that the agency have more than one User Manager to cover in
case of illness/accident, but it would be the initial User Manager’s responsibility to
create second and subsequent User Managers.)

Click Submit Request when complete.

JOIN AGENCY
Agency Name: Indiana Criminal Justice Institute
Street Address 1: 101 W Washington St
Street Address 2:
County: Marion
City: Indianapolis
State: Indiana
Zip Code: 46204-3411
User Manageris): Ms. Kim Snyder,
Ws. Stephanie Edwards

Reason For Request* aqq new employee to agency grant applications

Requests

GrantiD-Project.  [All] e

Roles Requested:  Agency Submission - Add Role Request
fomesioidcion —Jfcosi Gl b ——— e ||
Add (Al Agency Financial Creator Remove
Add (Al Agency Program Reader
Add [AIn Agency Submission Remove




e AnICJl user will approve or deny the request for user roles and the status will be
updated.

Click "Join New Agency” button to request a role(s) for a new agency or select an "Agency” table link to request role modification at an existing agency.

‘ Join New Agency ‘

No records found!

Filter Criteria :

Request History Status: [All] v

Request History

GrantlD User Role Requested Date/Time User Manager Status

Agency Financial Creator,
Agency Pragram Reader, Ms_ Kim Snyder,
11 -99-
Agency Submission, 61112013 12:35-40 P Ms. Stephanie Edwards
Agency Program Creator

Indians Criminal Justice nstiute Al In-Process

Please also note:

e The Project Director, Financial Officer and Primary Contact identified on the Main
Summary page must be registered Egrants users and associated with your agency
with at least one security role. Therefore each person to be named in the grant must
complete steps 2 and 3 of this document before you can complete the application.

e Egrants requires that the Project Director, Financial Officer and the Primary Contact
be at least two different individuals. The Project Director can also be the Primary
Contact or the Financial Officer can also be the Primary Contact, however, the
Project Director and Financial Officer cannot be the same person.

e These users must also have security access to the specific Grant ID number in order
to access it. If the individual’s name does not appear in the dropdown list as a
selection for the Project Director, Financial Officer or Primary Contact, then the
individual is not a registered user with security access to the grant. To remedy this,
the individual must register in Egrants to obtain a User ID and Password and/or
obtain appropriate security to the specific grant.

10



Section 2: Logging in to
Egrants

The ICJI Egrants system is a secure system. To access the system each must have a user
ID and password. Use the Getting Registered instructions to obtain a user ID and
password.

To access the Egrants website use the following web address: www.egrants.cji.in.gov.

Logging in
e Tologin:
O Enter the assigned User ID

0 Enter the assigned password.

e Click the Login button.

@Egrants

Site Access

serlD:* bhampshire

Password:* essssssss

Register for access to the Indiana Criminal Justice Institute Egrants Application.

Change Password

Change your login password.

Forgot Password

Forgot your Password?
Click here fo have & new ane sent to your e-mail address

For password resets please call the 10T Customer Service Department: Toll Free st 1-800-282-1095 or Local &t (317)232-1232, For all other problems, sand an email to CJl Help Dess.

The Egrants welcome page will appear if the log in is successful.

Welcome to ICJI Egrants!
Please selecta menu tab or promypt link to continue.

To access an existing project (Grant Application, C pplication, i or reports such as the Program Report, Fiscal Report, or Inventory

Report (Project Management tab)

CLICK HERE

CLICKHERE To create a new Application (or Concept Paper) in respense o a Funding Funding / tab|

CLICK HERE To view any Alerts andlor Tasks assigned to you (Work Manager tab).

To update your profile information (Name, Address, Phone Number...) or to request security in order to maintain or view grants for your organizationicounty (User

CLICK HERE
Management tab).

CLICK HERE To Subscribe to receive an email when new granting opportunities become available.

CLICK HERE Ta L ibe from Email nofifications when granting ies become available.

flgl\E grants

11



e  Click the Logoff link at the top right corner of the page.

( @ Logoff >

.!tainllsml User Wanagement | Funding Announcement | Project Management | Work lanager ‘ Internal Menu

Welcome to ICJI Egrants!

Flease select a menu tab or prompt link to continue.

CLICK HERE To access an existing project (Grant Application, C Application, or reports such as the Program Report, Fiscal Report, or Inventary
Report (Project Management tab).
CLICKHERE To create a new Application (or Concept Paper) in response to a Funding Funding tab).

CLICKHERE To view any Alerts and/or Tasks assigned to you (Work Manager tab).

To update your profile information (Name, Address, Phone Number..} or to request security in order to maintain or view grants for your organization/county (User

CLICK HERE
Management tab).

CLICKHERE To Subscribe to receive an email when new granting opportunities become available

CLICKHERE To L from Email ‘when granting become available.

'igi'Egrants

The Egrants login page will be displayed if the logoff is successful.

ﬂEgrants

UserID:* bhampshire

Site Access

Password: * .

Register for access to the Indiana Criminal Justice Institute Egrants Application.

Change Password

Change your login password.

Forgot Password

Forgot your Password?
Click here to have a new one sent to your e-mail address.

For passward resets plesse call the |0T Customer Senvice Depariment: Toll Free at 1-600-282-1095 or Local at (317)232-1232. For &l other problems, send an email to CJI Help Dest

Password Help

The Egrants login page can also be used to change a user password or to have a new

password sent if the user has forgotten the password.

o Click the Change Password button.

Site Access

‘T@Egrants

UserID:*

Password: *

Login
Register

Register for access to the Indiana Criminal Justice Institute Egrants Application.

Change Password

12



e Enter the User ID for the password that needs to be changed.
e Enter the Old Password.
e Enter a New Password.

Note: The password must include 6-14 characters, and contain a capital letter, lower
case letter, number and symbol (Example: aBcD123@5$&) . The “Submit” button will

not appear unless the password entered is deemed “Excellent” in strength.

— Click the Submit button to complete.

I§I'Egrants

Change Password

To change your passwaord, enter the information below and press Submit.
UserlD:* jodoe

Old Password:* e

New Password: *

Confirm New Passwd

Submit | | Cancel

e To access a forgotten password:

— Click the Forgot Password button.

Il Egrants

Site Access

UserID:*

Password: *

Login

Register
Register for access fo the Indiana Criminal Justice Institute Egrants Application.

Change Password

Change your login password.

Forgot Password

aglgour Passu
Click here o have 2 new one sent to your e-mail address.

For password resels please call the 10T Customer Senvice Department: Toll Free at 1-800-382-1095 or Local at (317)232-1233. For all other problems, send an email to CJI Help Desk

13



Enter the email address that is associated with the user account that needs a new

password.

—> Click the Submit button when complete.

I@' grants Forgotten Password

Step1of 2:
Please enter your email address below and press Submit.

Email Address:* bhampshire@cji.in.gov
=

Please send technical comments and prablems to ICJ| EGRANTS Support (QA)

©2011:2013 Indiana Criminal Justice Institute. All rights reserved. Unautherized Acoess Prohibited.

Enter the answer to the secret question that was established during the registration

process.

— Click the Submit button when complete.

|@l grants Forgotten Password

Step2of 2:
Please provide the answer to your question which you specified when you created you user account and press Submit.

Your Question: Question
Answer:* question

a€aQ

Please send technical comments and problems to |CJI EGRANTS Suppart (QA)
182011-2012 Indiena Crimina| Justice Institute. All ights reserved. Unauthorized Acosss Prohibited

An email will be sent to the user with the user ID and password provided.

If the answer to the question is incorrect or has been forgotten contact the ICJI
Helpdesk at cjihelpdesk@cji.in.gov for a password reset.

14



Section 3: Applying for
a Grant

Registered users can apply for grants using open funding announcements. Users will use
their assigned User ID and Password to log in to the Egrants website.

An application is created in response to an open Funding Announcement and is the way
an agency applies for a grant from ICJI.

Completing an Application

Log in to Egrants using the username and password that has been provided to all
registered users.

On the Welcome page there are two ways to create a new application
e Funding Announcement link in the menu at the top of the page.
e The 2" Click Here link

Meart Ment | User Management | Project Management

Welcome to ICJI Egrants!

Please select a menu tab or prompt link to continue.

Work Manager | Internal Menu

To access an existing project (Grant Application, Continuation Application, Modification...) or create/update reports such as the Program Report,
Fiscal Report, or Inventory Report (Project Management tab).

0 create a new Application (or Concept Paper) in response to a Funding Announcement (Funding Announcement tab).

CLICKHERE To view any Alerts and/or Tasks assigned to you (Work Manager tab).

CLICK HERE

To update your profile information (Name, Address, Phone Number...) or to request security in order to maintain or view grants for your

et organization/county (User Management tah).

CLICKHERE To Subscribe to receive an email when new granting opportunities become available.

CLICKHERE  To Unsubscribe from Email nefifications when granting oppertunities become available.

'I§I'Egrants

15



e Enter data in the space provided to search for the funding announcement that an
application will be created for

— Click the Search button.

Search Criteria:

Funding Announcement Title:

Program Area: [All] A
Funding Stream: [All] -
Flan Year. [Al] «

Status: Open = .

Amount Announced Open Date

2012 VOCA Assistance Grant Victims Senices 2010 VOCA, 2011 VOCA, 2012 VOCA §7,777 B62.00 711812012 817/2013 Open
2012-2013 Safe Haven Youth Services - ST Safe Haven $930,260.00 4/18/2012 1213112013 Open
COPED-—-Safe Haven UAT testing Youth Senices - ST 2013-2014 Safe Haven §100,000.00 2/14/2013 121212013 Open
Group TestFA 3 Drug and Crime 2011JAG $500,000.00 312212012 12/4/2012 Open

Group TestFA 4 Drug and Crime 2011.JAG $500,000.00 41312013 512013 Open

Safe Haven UAT TEST Youth Senices - ST Safe Haven $100,000.00 211212013 123172013 Open
Safe Haven UAT testing Youth Senices - ST 2013-2014 Safe Haven §100,000.00 2/13/2013 121212013 Open

SH UAT TESTING-TAKE 2 Youth Services - ST 2013-2014 Safe Haven $100,000.00 31212012 1212172013 Open

e Choose from the list of open funding announcements provided.
— Click the Create New Application button.
Note: If a person is registered under more than one agency that person will need to

select what agency is applying for the grant by choosing the appropriate agency from
the Applicant Agency drop down menu.

FUNDING ANNOUNCEMENT SUMMARY
Funding Annc. Title: Group Test FA4 Program Contact Person: lis. Beth Hampshire
Year: 2011 Fiscal Contact Person: lis. Beth Hampshire
Program Area: Drug and Crime
Funding Stream: JAG
Funding Area: Justice Assistance Grant
Release Date: 4/3/2013
Due Date: 5/1i2013
Concept Papers Required? Mo
‘Competitive/Non-Competitive: Competitive
Amount Announced: 500,000.00
Status: Open
Summary:

You may
Applicant

Agency/Project responses for this Funding Announcement

Indiana Criminal Justice Institute 1884 Group Test 13
Indiana Criminal Justice Institute 1886 Group Testing Take 13
Indiana Criminal Justice Instituts T [Testing to compare to Dev

Create New Application




e If an application has already been started and/or submitted for this agency a
message will appear to ask for confirmation that an additional application should be
created.

— Click Ok to move on.

AResponse has already been created for the selected Agency forthis Funding Announcement

Do you wish to continue?

(D)

e Agrant number will be assigned to the application. It is important that this number
be remembered as it will follow this application through the entire process and will
be the grant ID if the application is awarded.

Yofir Grant 1D is 1889 Flyase write this number down
Yoty use this Gragi#fto access your project from now on

Completing the Main Summary
There are 4 sections that are required for all applications.

Main Summary Information: Collects all the general information needed for the
application.

Note: This section must be completed before the other sections will be available for the
applicant.
— Click the Main Summary Information link.

Project AppRcation Mondoning Audt Frscal Delass Heportng Heguiremenls

Grast i 1889 Progect Title:
Status: Open - Dvaf Fund ARNOURCeMENt: Grows Teal FA 4

17



e The Short Title and Brief Project Description must be completed first. Then the
remainder of the Main Summary can be completed.

Primary Contact: + Detsls Primary Contact not listed in dropdown? 2

Addtional Contacts (0-IC.1}
Award Letter Received Date:
Program Staff Contact: Ms. Beth Hampshire
Fiscal Contact: Jis. Beth Hampshire

Listing of Signatories

Add New Signatory
Application Invitation Date: Continuation Invitation Date:
Application Received Date: Application Award Date:
Advisory Committee Meeting Date: Application Award Amount:
‘Commission Meeting Date: Notification of Award Date:
Start Date End Date:
Signature Paper Received Date: Resubmitted Date:

Returned Date

Short Project Title: *

Brief Project Description: *
(maximum 320 characters)

e Recipient Agency: The agency that receives the funds from a project.

0 Local Government Agencies: Clerk, Treasurer, Auditor

0 State Government Agencies: Same as the Applicant Agency

0 Not for Profit: Same as the Applicant Agency.
NOTE: If the Recipient Agency has not registered in the Egrants system they must do
so before they can be added as a Recipient Agency.

e Project Director: Person responsible for the project.

e Financial Officer: Person responsible for the fiscal reporting for the project.

e Primary Contact: Person who should be contacted for questions about the project.
NOTE: The Project Director and the Financial Officer cannot be the same person.

e Start Date and End Date: The dates the project will begin and end.

e Keyword: Must be selected for all applications.

e House, senate districts, and school district can be added as instructed.
e Change the “Completion Status” to “Complete” and Save.

18



Section Point Value: 0

Completiog®fatus: In Process E\

Applicant Agency:

FID # 00-0000000

Project Director: 15 Beth Hampshire
Financial Officer: 1o sarah Davis
Primary Contact: 15 Beth Hampshire

Additional Contacts (0-ICJI}

inal Justice institute

Recipient Agency: Indiana Criminal Justice Institute

MAIN SUMMARY

Created By: Ms. Beth Hampshire
Last Update By: Ms. Beth Hampshire

Created Date: 4/16/2013 8:38:03 AM
Last Update Date: 4/16/2013 8:38:04 AM

Change Applicant

Change Recipient

v Details Project Director not listed in dropdown? 2

~ Details Financial Officer notlisted in dropdown? &)

~ Detais Primary Contact not listed in dropdown? %)

Avwrard Letter Received Date:

Program Staff Contact: Ws. Beth Hampshire
Fiscal Contact: s. Beth Hampshire

Application Invitation Date:

Application Received Date:
Advisory Committee Meeting Date:
Commission Meeting Date:

Signature Paper Received Date:
Returned Date:

Listing of Signatories

Add New Signatory

Resubmitted Date:

Continuation Invitation Date:
Application Award Date:
Application Award Amount:
Notification of Award Date:
Start Date: 01/01/2013 End Date: 12/31/2013

e  When the Main Summary Information section is complete the other sections of the

application become available.

Completing the Budget Detail

Main Menu | User Management

Grant ID; 1889
Status: Open - Draft

Wiork Wanager

Eunding Announcement | Project Management

Project Application Monitoring Audit Fiscal Details Reporting Requirements

Internal Wenu

Project Title: Manual Test
Fund Announcement: Group Test FA 4

APPLICATION SUMMARY

Section Name Statws  [PointValue Last Update
0

[4ain Summary Information (Complete 4/16/2013 11:26:05 AW
JJAG Newi/Continuation Program In Process |20 411612013 8:38:03 AM
JJAG Program Description In Process 20 41162013 8:38:03 AN
|JAG New Program Plan In Process 60 411612013 8:38:03 AM
[Budget Detail In Process 0 4116/2013 11:25:39 AW
[Recipient Agency Budget In Process 0 411612013 8:38:03 AM
Performance indicators In Process 0 4/16/2013 8:38:03 AN

View Applicat

on ‘ I Submit Application I

View Issues/Comments

e Budget Detail: Collects the line item budget information for the application.
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— Click the Budget Detail link in the Application Summary.

Hain Meny | User Management | Funding Announcement ‘ Project Management | Wiork Manager | Internal Meny

Project Application Monitoring Audit Fiscal Details Reporting Requirements

Grant ID: 1889 Project Title: Manual Test
Status: Open - Draft Fund Announcement; Group Test FA ¢

APPLICATION SUMMARY

Section Name PomtVa\ue Last Update
0

[4ain Summary Information (Complete 411612013 11:26:05 AW
|JAG New/Continuation Program In Process 20 |416/2013 8:38:03 AM
|JAG Program Description InProcess 20 411612013 8:38:03 Al
!w!n%ram Implementation Plan In Process 60 |416/2013 8:38:03 AM
[Budget Detail In Process 0 4/16i2013 11:25:39 Al
[Recipient Agency Budgst In Process 0 |416/2013 8:38:03 AM
Performence hdicators In Process 0 411612013 8:38:03 Al

View Application ] l Submit Application ] Withdraw Application

View Issues/Comments

e Budgets are completed by Category and by Source.
O Category: These are the budget categories available in each application that
line items can be created in to request funds.

e The categories with blue links are the only allowable categories available for
applicants to select and apply for funding.

0 Source: These are the type of funds available to use for the line item request.

—> Click the blue links in the Category section to begin entering line items.

BY RECIPIENT AGENCY

[ndiana crmina Justice mettere [ owm[  m 0.00
[ Total = 0.00 | 0.00 0.00
BY CATEGORY

oo ool 0.00

0.00 0.00 0.00

0.00 0.00 0.00

[Travel including Training; 0.00 0.00 0.00
[Equipment [ 0.00 000 0.00
[Suopies & Gperaing Expensey [ 0.00] 0.00[ 0.00
Censutants 0.00 0.00 0.00
Canstruction / 0.00 0.00 0.00
(otner / 0.00 0.00 0.00
D— Total £ 0.00 000 0.00
| toa |
Federal [ 000
State 0.00 T
Project Income 0.00 7000
Interest 0.00 [ o
State liatch 0.00 [




Example of Personnel budget category.

e Personnel: Line items for personnel expenses.

— Click Add New Line.

Main Menu | User Management | Funding Anneuncement | ‘ProjectManagement ‘ Work Manager ‘ Internal Menu
Project Application Monitoring Audit Fiscal Details Reporting Requirements
Grant ID; 1907 Project Title: Manual Test

Status: Open - Draft Fund Announcement: F4 Test |

Add New Line

Position Fund Type
| Guntfnds | MatchiogFuns

Total:| 0.00] 0.00] 000

k|

e Enter the Position and Name.

e Select the Funding Type from the drop down.

e Enter a computation.

e The computation is the equation used to determine the amount of funds requested.
e Enter the Cost.

— Click Save and Add Another to add additional lines, or click Save to go back out to
the summary.

PERSONMEL BUDGET LINE ITEMS
Created By: Created Date:
Last Update By:  Last Update Date:

Position |f-dlwnﬂsst (maximum 70 characters

Name: |Jane Doe (maximum 70 characters

FundType: | Grant Fund T|  (madmum 70 characters)

ash Match (New Approp) |

| Grant Fund [
ComputatiorP AR R ot

Year 1: 520,000 per year x 100% | 20.000.00

Total Cost = 20,000.00

% Save And Add Another | Jelete | Back
——

Other budget categories are:
e Confidential: Funds used for undercover operations.
0 For Task Force use only.
e Employee Benefits: Fringe benefits for employees including insurance, FICA,
Retirement, etc.
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Travel (including Training): Funds used for any travel and or attendance of
trainings.

Equipment: Purchases of equipment with a unit cost of $500.00 or more. This

amount can be split between grant funds and match funds.
0 This is the only category that does the computation for the applicant.
0 Enter the Item.
=  Select the Fund Type from the drop down menu.
0 Enter the unit cost.
0 Enter the quantity.
= |f the cost of a piece of equipment is being split between grant funds
and match funds the quantity should be the percentage paid by each
type of fund.
= Example: If the line item is for a $2000.00 copier and 50% is grant
funded and 50% is match funded then the quantity is .5 for each line
item.

— Click Save and Add Another to add additional lines, or click Save to go back out to
the summary.

Note: When applying for Equipment funds, an Inventory Report will need to be
submitted if the application is awarded and funded.

Below is an example of requested Equipment when the cost is split between funds.

Year 1:

ltem - * Copier (maximum 70 characters)
Fund Type - Grant Fund ~  (maximum 70 characters)
Unit Cost Quantity Cost
2,000.00 0.5 1,000.00

Total Cost Z 1,000.00

[save|[  saveAndAddAncther || Delete |[Back|
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EQUIPMENT

| AddNewLine |
Fund Type
Matching Funds
Copier Grant Fund 1,000.00 0.00 1,000.00
Copier Cash Match (New Approp.) 0.00 1,000.00 1,000.00
Total: 1,000.00 1,000.00 2,000.00
\ Back \

e Supplies and Operating Expenses: Line items for office supplies and other goods

or services that are needed to operate the program.
e Consultants: Line items that are paid by contract.

0 Consultants have 3 categories: Consultants, Consultant Travel, Products and

Services

CONSULTANTS
Add New Consultant

Name / Position Service Provided Fund Type
Grant Funds Matching Funds

[cenera [Consuting [erantFund 10,000.00 0.00] 10,000.00
[ Total | 10,000.00 0.00] 10,000.00

CONSULTANT TRAVEL

Add New Travel ltem
Consultant. | J Location: | j

“

Grant Funds Matching Funds

Total:| 0.00] 0.00] 0.00

PRODUCTS OR SERVICE

Add New Product Item

Consultant * | |
Consultant Fund Type
Grant Funds Matching Funds
Total 0.00] 0.00] 0.00

0 Aline item must be added to Consultants to be able to use the other two

categories.
0 The Name of the consultant will populate in the drop down menus.

o

Enter all the needed information as in the other budget categories.

0 The total of all 3 consultant categories will be found at the bottom of the

summary page.
Construction: Line items for allowable construction cost.
Other: Any other line items that do not fit into other categories available.
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By Source Section:
e Enter the amounts for each Source.

e |[f there are multiple sources it is the applicant’s responsibility to keep track of how

much funds were requested in each source.

— Click the box next to the appropriate source.

Other

Totak © 28.100.00

BY CATEGORY GRANT FUNDS MATCHING FUNDS

0.00
56.200.00

26.100.00

ProjectIncome .00
arast 0.00
ate Mt o 0.0
Cash Listch (Hew Approp. 78,100 00 28.100.00
In-kand Mstch 0.00 000
Frogect income Mateh 000 0w
Total E 56.200.00 55.200.00
| s.m| Save And Continue Editing | Back

N

e When the Budget Detail section is finished change the completion status to

“Complete” and click Save.

1 neCIPIENT AGENCY

T
Last Update By: Ms.Beth Hampshire

Last Update Date: 4/18/2013 248

GRANT FUNDS MATCHING FUNDS TOTAL

Save And Continue Editing | Back

Budget Sefur

SSe—

[Indiana Criminal Justice Insftute [ 28.100.00 28100.00 | 56,200.00
[ Total 2| 2810000 | 2810000 | 56,200.00
[Persomel [ 10,000.00 10,000.00 20,000.00

[ 500,00 500,00 100000
[Employee Bencis [ 500000 5,000.00 10,00000
[Travel (ncuding Traning [ 1,000.00] 1,000.00] 200000
[Eaupment [ 1,000.00 1,000.00 200000
[Suppies & Operaing Expenses [ 50000 500,00 120000
[consutans [ 10,000.00 10,000.00 2000000
[construction [ 0.00] 0.00] 0.00
[other [ 0.00] 0.00] 0.00
[ Total Z | 2310000 28,100.00 | 56,200.00
 oesowee | e | ] om |
Federal 28,1000 28,100.00
[state [ 0.00 [ w
[Projectincome [ 0.00 000
[inerest [ 0.00 000
[state liaten [ 0.00 000
|Cash Match (New Approp ) “ 28.100.00 2810000
[In-King Wateh [ 0.00 0.00
[Prajectincome Watch [ 0.00 0.00
[ Tolal 2] 55,2000 [ smmon
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Completing Performance Indicators

Performance Indicators: Measures that are set up to collect data to show the
performance of a project.

—> Click the Performance Indicator link.

Main Menu | Uzer Management | Funding Announcement ‘ Projgct Management ‘ Work Manager ‘ Internal Meny

Project Application Monitoring Audit Fiscal Details Reporting Requirements

Grant ID: 1907 Project Title: Manual Test
Status: Open - Draft Fund Announcement: FATest 1

APPLICATION SUMWARY

Section Name: Status Point Value Last Update
Budget Detail Complete 0 4116/2013 3:00:51 P
i Complete 0 411612013 2:48:00 P
Performance Indicators In Pracess 0 4161201313513 P11
a In Process 0 411612013 1:35:13 P

View Application | Submit Application | Withdraw Application
View lssues/Comments

There are 2 types of performance indicators, those Established by ICJI and Established
by Subgrantee.

e Performance indicators established by ICJI will already be in the section.
e Performance indicators established by the Subgrantee will need to be added to the
section via searching the Performance Indicator Library.

— Click the Add New Performance Indicator to search.

PERFORMANCE INDICATORS

Section Point Value: 0 Created By: Ils. Beth Hampshire Created Date: 4/18/2013 30220 P1l
Completion Status: |In Process » Last Update By: l1s. Beth Hampshire Last Update Date: 4/18/2013 3:02.20 Pl

Project Phase Target

1. Established by ICJI

1.4, Total number of seatbslt patrol hours worked, @ 0 P

1.2, Number of Seat Belt Ciations this reporting period @ 0 @,

1.3 Number of child restraintvilations @ 0w @pr

1.4.Total number of arrests miade during enforcement period (including misdemeznors and elonies) @ 5 @p
. Total number of OTHER cfaions wien during this enforcement pefiod. Da ot ncluge seatoelt and child estaint ciations inths ,—10 85
“eount

2. Established by Subgrantee

Add New Performance Indicator |

View History |ﬂ| ﬂl

Submit Issue/Comment
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e Enter the necessary search parameters and click Search.
e Select the Performance Indicator(s) needed.

— Click Assign Selected Indicators.

PERFORMANCE INDICATOR LIBRARY

Search Criteria:
Tite: |

Purpose: |

Qwner: | Traffic Safity =

leasure Type: [[All] b
( Assign Selected Indicators ) Create Performance Indicator

Owner

Measure Type

0 achieve s0-53% of all rauma data in the Indiana Trauma Registry Traffic Safsty Outcome
r ‘@ Crash Fact Sheet Completion Timeline Traffic Safety Outcome
r ‘@ Development and completion of state wide Crash Fact Book Traffic Safety Cutcome
I ‘@ E-Code linkage of injury Traffic Safsty Outcome
r ‘@ How many sobriety checkpoints did you conduct that were multijurisdictional? Traffic Safety Process

e Applicants can create their own performance indicators.

e They must be approved by the ICJI Research Division Director before they can be

used.

e Enter the Project Phase Target in the boxes provided (if applicable for the

performance indicator).
e Change the Completion Status to “Complete” and click Save.

PERFORMANCE INDICATORS

Created By: Ms. Beth Hampshire
Last Update By: Ms. Beth Hampshire

Section Point Value: §
Campletion Stat @

1. Established by ICJI
111 Totel number of seathelt patrl hours worked, @
1.2, Number of Seat Belt Getions this reporting period @
1.3 Number of child restraint iolations @

1.4. Total number of arrests made during enfarcement period {including misdemeanors and felonies @
Total number of OTHER citations written during this enforcement period. Da not include seatbelt and child restraint citations in this
“count

2. Established by Subgrantee
# 2.1, Development and completion of state wide Crash Fact Book @

Add New Performance Indicator |

View History (| Save | Ypack

Submit Issus/Comment

Created Date: 4/16/2013 202.20 Fi
Last Update Date: 4/16/201

3313:43P0

Project Phase Target

n p
0 @k
0 @p
s @p
0 @k
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Completing the Recipient Agency Budget

Recipient Agency Budget: This section collects the information on other types of funds
that are used to support the project including other grant funds, state, and local funds.

—> Click the Recipient Agency Budget link.

APPLICATION SUMMARY

Secfion Name Status Point Value Last Update
Budge! Defal Complete 0 4/18/2013 3:00:51 PM
HWain Summary Information Complete 4/18/2013 2:48:00 PM

0
Complete 0 411612013 308:37 P11
0 411612013 1:35:13 PN

InProcess

View Application I Submit Application | WWithdraw Application
View Issues/Comments

e Revenue
O Federal Funds: All other federal funds used to support the project. Do not
include the funds requested in the application.
O State Funds: All other state funds used to support the project. Do not include
the funds requested in the application.
0 Local Funds: All other local funds used to support the project.
O AddRow: Click the Add Row button to add a line for funds that are not found in

the other 3 categories.

Agency. |Indiana Criminal Justice \nsmutej
Agency Year: [2013

Federal Funds

State Funds 0.00

Local Funds

Total Amount

List Other Funds ‘
Total: X 000
—

Expenditures
[
Capital Budgst [
Community Development ,7000
Oher [
Ttal £ 000

e Expenditures
0 General Fund: All expenditures out of the general fund for the project.

0 Capital Budget: All expenditures out of the capital budget fund for the project.

0 Community Development: All expenditures for community development for the
project.

0 Other: All other expenditures for this project.
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There are 5 questions that must be answered in this section about sustainability.

RECIPIENT AGENCY BUDGET FOR CURRENT FISCAL YEAR
Section Point Valug, 3 Created By: I1s. Beth Hampshire Created Date: 4152013 1:35:13 Pl
Completion &t Last Update By: Ms. Beth Hampshire Last Update Date: 41612013 1:35.13 Pl

Agency: {Indiana Criminal Justice Institute ¥|
Agency Year: |2013

Revenue Total Amount
Federal Funds 0.00

State Funds 0.00

Local Funds

ListOther Funds ‘

Total: X 0.00

1) Are any of these fund sources to be used in the implementation ofthis project? ¥

21 50, name the source and the intended use. ff ot identify the source of the matching contributions

4
[

3) Are you presently receiving or have you applied or do you intend to apply for funds from any other source with which to finance this praject? | ¥

4)1fs0, describe the source and state the amount

5) Do you intend o apply for continuation funding farthis project? | X

( Save“ Save And Continue Edting | Retur to Project Summary |

Se—"

When finished change the Completion Status to “Complete” and Save.

Complete all other added sections of the application as instructed by the division
managing the funding announcement.
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Submitting an Application

All section statuses must be “Complete” in order for the Submit Application button to

become available.
— Click the Submit Application button to submit.
— Click the View Application button to view a PDF of the application.

Mai Menu | Userlanagement | Funding Announcement ‘ Project Management | | \ork anager | Iniernal Menu
Project Application Monitoring Audit Fiscal Details Reporting Requirements
GrantID: 1907 Project Title: Hanual Test
Status: Open - Draft Fund Announcement: F2 Test 1
APPLICATION SUMMARY
Section Name Status Point Value Last Update
Budget Detal Complete 0 4M8/2013 200:51 PU
Wain Summary nformation Complete 0 418/2013 33436 PN
Performance Indicators Camplete 0 418/2013 3:08:37 PM
Recipient Agency Budget Complete 0 41612013 33445 FI
View Application | Submit Application \Withdraw Application |
"

e Atext box will appear to confirm that the application is ready to be submitted.

— Click “Ok” to finalize the submission of the application.

(rant I 1907 Proiect Title: Manual Test
[Message from webpage x|

\:,’/ Are you sure you wark ko submit this document? Reminder: Vou can view the application at any time by using the View Application button.

o
Budget Detal T =T Trooe] P
Main Summary Information Complets 1] 416/12013 3:34:36 FW
Performance Indicators Complete 0 41182013 3.08:37 FI
Recipient Agency Budget Complete ] 4/16/2013 3:34:45 PN

e Once an application has been submitted it can be withdrawn if applicants no longer

need the grant funds.

— Click the Withdraw Application button to withdrawal an application.

APPLICATION SUMWARY
Section Name Status: Point Value Last Update
Budgst Detail Complete 0 4/16/2013 3:00:51 PUI
Main Summary Information Complete 0 411612013 34158 U
Performance Indicators Complete 0 41182013 3.08:37 PU
Recipient Agency Budget Complete 0 4/18/2013 3:34:45 P10

View Application | Submit Application ( Withdraw Application )
S ——

View Issues/Comments

29



If withdrawing an application, the following scenes will appear:

WITHDRAW APPLICATION CONFIRMATION

You are about to request that your Application for funding be withdrawn from consideration by ICJI
Are you sure you want to withdraw your Application?

|@ [ Yes, Request my Application be Withdrawn

WITHDRAW APPLICATION CONFIRMATION

Please provide the reason for your request to withdraw your Application:

Submit Request I Back J

**If you withdraw an application, it will no longer be available for you to access, edit or

revise.

**|f you submitted your application and realize that a change needs to be made, contact

your ICJI Progra

m Manager.

Finding an Application

If an application has been started it can be located by following the instructions below.

— Click the first CLICK HERE link.

CLICKHERE

CLICK HERE

CLICK HERE

CLICK HERE

Main Menu ‘ User 1 | Funding Project 1t | Work Manager | Internal Menu

Welcome to ICJI Egrants!
Please select a menu tab or prompt link to continue.

To access an existing project (Grant Application, Continuation Application, Modification...) or create/update reports such as the Program Report, Fiscal

Report, or Inventary Report (Project Management tab).

To create a new Application (or Concept Paper) in response to a Funding Ar Funding Anr tab).
To view any Alerts and/or Tasks assigned to you (Work Manager tab).

To update your profile information (Name, Address, Phone Number...) or to request security in order to maintain or view grants for your erganization/county

User Management tab)

To Subscribe to receive an email when new granting opportunities become available
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A

Enter the Grant ID and click search, OR
Click one of the links listed under the Quick Searches heading.

\

Work Manager | Internal Menu

Jenu ‘ User ‘ Funding ‘ Project Management

Search Program Monitoring

PROJECT MANAGEMENT SEARCH

App\ican

Recipient / Allocation Agency:
Funding Announcement: [All] t‘
Keywords: [All] h

Search Criteria:

Quick Searches

Applications In Process (5

A Awarded Projects - Adlive (20

Applications In Process Quick Search results displayed

[ GrantiD | Applicant Agency

Indiana Criminal Justice Institute Test for program reports 05/03/2013
Indiana Criminal Justice Institute Test
Indiana Criminal Justice Institute test 0471872013
1908 Indiana Criminal Justice Institute JVA's DDE Application
1905 Indiana Criminal Justice Institute Test 04/18/2013

e Select the Grant ID link.

!% ‘ User ‘ Funding Project Management | Work Manager | Internal Menu
I
Search Program Monitoring
PROJECT MANAGEMENT SEARCH
Search Criteria: Quick Searches
Grant ID: 1920 Applications In Process (5)
Applicant Agency: [All] v Awarded Projects - Active (20)

Recipient / Allocation Agency:
Funding Announcement: [All] v

Keywords: [All] v

Apicant Agoncy

Indiana Criminal Justice Institute Test for program reports 05/03/2013

— Click on Application link.

PROJECT SUMMARY
CLICKHERE  To enter/updatefview a Program, Fiscal, or Inventory Report for this grant (Monitoring menu item)
CLICKHERE  To view any Audit Information for this grant (Audit menu item).
CLICKHERE Ta view the current financial information for this grant such as payments and funding sources (Fiscal Details menu item).

CLICKHERE To view the reporting requirements for this grant such as when fiscal reports are due (Reporting Requirements menu item).

Select the document link to access the details (i.e. Budget, Main Summary, Contract report...).

Start - End Dates

1920:

1/1/2013-111/2014  Open - Under Review oe

View Issues/Comments
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Section 4: Post Award
Activity

Post award activity includes program reporting, payments, grant monitoring, and grant

adjustments as required by ICJI.

Accessing an Awarded Application

To access an awarded application users must login to the Egrants system.

There are two ways to access the grant awards that need to have reports completed.

—> Click the Project Management menu tab at the top of the screen, then Click the
Awarded Projects link under the Quick Search heading, OR
— Click the first CLICK HERE prompt link to access exsisting applications.

e Select the needed Grant ID.

Ilain Menu ‘ User Mansgement | Funding Anncuncement Work Manager

Welcome to ICJI Egrants!

Flease select a menu tab or prompt link to continue

3CC85S an existing project (Grant Application, Continuation Application, Modification...) or create/update reports such as the Program Report, Fiscal Report, or Inventory
@ port (Project llanagement tah)

CLICK HERE To create a new Application (or Concept Paper) in response to a Funding Announcement (Funding Announcement tab
CLICK HERE Toview any Alerts and/or Tasks assigned to you (Waork Manager tab)

To update your profile information (Mame, Address, Phone Number...) or to request security in order to maintain or view grants for your arganization/county iUser

CLICK HERE
—  Managementtah).

CLICK =ERE  To Subscribe to receive an email when new granting apperunities become available.

CLick =ERE  To Unsubscribe from Email notifications when granting opportunities become available
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Reporting

Hlenu User Funding Project Management | Work Manager | Internal Menu
lleny
Sear
PROJECT MANAGEMENT SEARCH
Search Criteria: Quick Searches
Grant ID-
Applicant Agency: [All] v

Recipient / Allocation Agency:

Funding Announcement: [All] hd
Keywords: [All] h
Applications In Process Quick Search results displayed
1889 Indiana Criminal Justice Institute

The subgrantee can enter the Monitoring area by clicking on the Monitoring
menu option or the appropriate “CLICK HERE” prompt link.

GrantlD: 1378 Project Title: Problem Solving Court
£

Status: Open - Awarded Fund

PROJECT SUMMARY

enter/updateiview a Program, Fiscal, or Inventory Report for this grant (Monitoring menu item

CHERE  Toview any AuditInformation for this grant (Audit menu item

CLICK HERE  To view the current financial information for this grant such as payments and funding sources (Fiscal Details menu item

CLICK HERE  To view the reporting requirements for this grant such as when fiscal reports are due (Reporting Requirements menu item

Select the document link to access the details (i.e. Budget, Main Summary, Contract report...).

Start - End Dates Status

: [ Create Project Modification Request (PMR) ]

120131232013 Open - Awarded @O

The subgrantee can select from the options listed at the top of the screen to determine
what report to create and submit.

@s:a\ Report l | Create Program Report | | Create Inventory Report

LA ARY.

Filter Criteria

Phase: [Al] - To access afiscal or program report, click on the period ending date to open the report.

Approval Status:  [All] -
Cumulative Fiscal Reports
Phase | Period Ending | Report Type | status | Last Update Date | Approval Status | Entered By

Program Reports

Period Ending Report Type Status Last Update Date Approval Status Entered By

Inventory Reports

Status

Entered By

Under the Work Manager menu tab the subgrantee will be notified when reports are due.
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e (Clicking on the Task listed in the Work Manager will also bring the subgrantee to the

reporting section.

TASKS AND ALERTS
Search Criteria:

Title:
[AI
AN
Al

JAI

Category:
Action

-

v

Type
Status

l
1 v
]
]
Click on the % in the "Action” column to view the details for the coresponding Task or Alert, including the "Cause” for the notification and help with

"Next Steps”.
Select All Type: Title

Clear All Selected Alerts

= 5 Date/Time
I

Alert : 1742 - Period Ending: 2/28/2013 Hope's Vioice Domestic Violences Services (Children and Program 5 New 4/15/2013 4:12:37
[Eamily Senices Corporation) Reports Program Reports Delinquent </ AM
Alert - 1837 - Project Ending: 2/11/2013 Due Date: 4/12/2013 test (Avon Community School Fiscal | | nal Cumulative Fiscal Report | | 4/13/2013 4:10:39
Corporation Delinquent )

Cumulative Fiscal Reports Due 0/ -
lert - 1823 - Period Ending: 3534/2013 Due Date: 4:20/2013 Test ndiana Criminal Justce Insttte)|  Fiscal D Hew /102013 40512

Program Reports

—> Click the Create Program Report button.

\ Create Fiscal Report C Create Program Repart ) Create Inventory Report ‘

ARY

Filter Criteria

Phase: [All ~ To access afiscal or program repart, click on the period ending date to open the report
Approval Status:  [All] -

Cumulative Fiscal Reports

PeriodEnding |  ReportType | Status | Last Update Date | ApprovalStatus |  Entered By

Program Reports

PeriodEnding |  ReportType | Status | Last Update Date Approval Status | Entered By

Inventory Reports

Status Last Update Date Approval Status Entered By

34



e The subgrantee must choose Yes or No from the drop down menu for the question, “Is the

Project on Schedule?” If No is choosen then an explanation must be provided.

e The subgrantee must then complete the narrative portion, “Briefly List Activities Conducted

During This Period.”

e The Make Final Report button should be clicked if it is the final program report.

BROGRAMN REPORT

Ripart Stab Repart Dus Date: 32172013
Approval Ststus: Pending Submitted Date:
Status Updated By: Roturn Date:

Rosubmittod Date:
Final Report Mo | Make Final Repad

Briefly List Acthvities Conducted During This Period. *

Hieport Sections
Opon COmective ACons i Last Upelate Dato Lt Upelatind Hy

] In

(1} In Frocess

When the 2 steps have been completed, the subgrantee can move on to the Program Sections

portion of the report.
PROGRAM REPORT
Report Status: Draft Report Due Date: 3/21/2013
Approval Status: Pending Submitted Date:
Status Updated By: Return Date:
Resubmitted Date:
Final Report: No Make Final Report
Is The Project On Schedule? * v
If not, please explain:
Yes
Ho

Briefly List Activities Conducted During This Period: *

Report Sections

Open Corrective Actions Last Update Date Last Updated By

Aok 0 In Process
Performance Indicator® 0 In Process
Add New Corrective Action
Corrective Actions
Problem Dcriton I S TR

Save as Draft Submit Delete || Back
Hold Payments

The subgrantee will click on each section link and answer the questions.

e Attachments

0 The section allows the subgrantee to submit required and other documentation

that is needed for the report.
— Click Save — Complete when complete.
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e  Activity Areas

O The activity areas are selected in the application or can be selected during each
reporting period.

0 Once an Activity Area is selected, any performance indicators or questions defined
within the Activity Area will be added to the report in the Acitivity Performance
Indicator(s) section.

— Click Save — Complete when complete.
e Performance Indicators

0 Performance Indicators are established in the Funding Announcement by
the Grant Manager.

0 Additional Performance Indicators can be established by the subgrantee if
the Funding Announcement allows that as an option during the application
process.

— Click Save — Complete when complete.
e Additional Program Report Sections
0 Additional sections are defined by the Grant Manager and must be
completed.
e Final Report
0 Becomes available when the Make Final Report button is clicked.
— Click Save — Complete when complete.

The Status of each section must be Complete in order to View and/or Submit the Report.

PROGRAM REPORT

Report Status: Draft
Approval Status: Fending
Status Updated By:

Final Report: No | Make Final Report

I The Project On Schedule? * | Yes
Ifnot, please explain:

Briefly List Activities Conducted During This Period: *

A Case Manager was hired during this perod. The new Case llanager began werking with the participants ¢
monitoring thier activities. The Case Manager also attended training for Incentives and Sanctions review.

Report Sections

Report Due Date: 4/21/2013
Submitted Date:
Return Date:
Resubmitted Date:

ofthe problem solving court and

0 Complete 10/4i2012 Ms Beth i
0 Complete 101412012
0 Complete 10/4/2012
0 Complete 101412012
0 Complete 10/4/2012
0 Complete 101412012

Save as Draft || Submit Report

Eac
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When the Submit button has been selected the following screen will appear.

— Click Agree to move forward with submitting the report.

Program Report Submission Confirmation

| hereby certify that to the best of my knowledge, the information contained in this reportis accurate, complete, and in compliance with the application as
approved by I, and| furiher cerify that| am aware of the requirements set forth inthe CJP Financial Gide (for federal funds) and ICJI's Applicants Manual and
hat all expenditures were made in compliance with ihese guidelines

O

Cumulative Fiscal Reports

Cumulative Fiscal Reports show expenditures of funds for the awarded program. These
reports are used to determine the necessary reimbursement needed for the program.

— Click the Create Fiscal Report button.

eeee——
\ Create Fiscal Report l ’\Create Program Report | | Create Inventory Report ‘
MAIN SUMMARY

Filter Criteria
Phase: [Al] - To access afiscal or program report, click on the period ending date to open the report.

Approval Status:  [All] -

Cumulative Fiscal Reports

Phase | Period Ending | Report Type | status Last Update Date | Approval Status Entered By
Program Reports
Phase | Period Ending | Report Type | status | Last Update Date | Approval Status | Entered By

Inventory Reports

| Status | Last Update Date | Approval Status Entered By

Select the Report Type

e Quarterly
0 Quarterly fiscal reports are required for all awards, and must be submitted by

the date established by the Grant Manager.

e Interim
0 Interim Fiscal Reports can be submitted to receive reimbursement at any time
during the grant period.
0 An Interim Report should be utilized to request reimbursement in between the
required reporting period.

37



0 Even when an Interim report is submitted, a quarterly report will also need to
be submitted.

0 Ifthe grantis approaching the required reporting period, please do not mark as
interim instead mark as quarterly. The system is sensitive to dates and will not
total the categories properly.

0 The Report Period End Date must be selected when completing an interim
report.

Final

0 Final Report is used to submit the final fiscal report for the award and to request
the final reimbursement.

The subgrantee will also need to select whether this program collects Program

Income (only for quarterly reports).

SUBGRANTEE CUNULATIVE FISCAL REPORT
This raport submited for the calendar quarterending, 33412013
mwmmwmf

ReportToe:" @ Quatery C i C Finel

Dogs fis progrem el Progam lmcame* ) yes g

If Detailed Budget:

e The subgrantee should click the blue link of the Budget Category they need to report

into.

Financial Information

Grant Funds Paid This

Period 11120133 Total Cumulative

Budget

Total Funds Received | Claim This Period

2013 Expenses To Date x

Federal 10,500.00 0.00 0.00] 0.00 0.00
[State 0.00 0.00} 0.00 0.00 0.00
ProjectIncome 0.00| 0.00| 0.00| 0.00 0.00
Interest 0.00 0.00} 0.00 000 0.00
State Match 0.00 0.00 0.00 0.00 0.00
(Cash Match (New Approp.) 10,200.00 0.00 0.00 000 0.00
In-Kind Match 0.00 0.00 0.00] 0.00 0.00
ProjectIncome Match 0.00 0.00} 0.00 0.00 0.00

Total 3] 20,700.00 0.00 0.00 0.00 0.00

@Chckme Budget Category link to enter “Grant Funds Paid This Period” and "Match Funds This

Period” detail information.
Grant Funds Paid This |Match Funds Paid this

Budget Categories Budget Match Period 14120133 | Period 11120133 T"‘:ﬁ::‘:li“’e T
1312013 3112013 * /

) persomel 10,000.00 10,00000 040 0.0 040 000
= Employee Bend 000 100 0.4 1.0 000 000
& Travel (nciS [ 100 0.1 1.0 000 000
7 Equipment [ 100 0.1 1.0 000 000
5 Supples & Operating Expenses 500.00 200.00 0.4 1.0 0.0 000
& Consulans 000 0.0 0.0 0.0 0.0 000
sl Construction 0.00| 0.00] 0.00] 0.00 0.00 0.00
Other 000 000 00y 000 000 00
G 000 0,00 009 0.00 000 100
Tolal 5 10,5000 10,200.00] 00 100 000 100

Program Income Add n{]ﬁ Eamed

@ Select a Program Income category then click the plus link to start entering Program Income details.

|Nu Records for Program Income.
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Enter the amount of grant funds and/or match funds expended for the quarter for

each line item.
0 Funds Paid this period: Grant Funds for reimbursement.
0 Match This period: Match Funds paid during the reporting period.

— Click Save when complete.

't;‘eﬁ | User ‘ Funding Project Work Manager | Internal Menu
Project Monitoring Audit Fiscal Details Reporting Requirements
Grant ID: 1888 Project Start:  1/1/2013
Project Title: Manual Screen Shots Project End:  12/31/2013
Applicant Agency: Indiana Criminal Justice Institute Phase Budget: $39,300.00

Total Budget: $39,300.00

PERSONNEL EXPENDITURE DETAILS
Save And Continue Editing | Back
Total Funds Paid This Period: $7,000.00

Indiana Criminal Justice Institute (Master Budget)

Funds Paid This | Total Cumulativ=

Match This Period

od Expenses
Administrator Jane Doe Grant Fund 17.500.00 2,000.00 2,000.00 0.00
Administrator John Doe Grant Fund 20.000.00 5,000.00 5,000.00 0.00

I E— Bonte — e m—]
Save |[J  Save And Continue Editing | [Back]
Z

If Non-Detail Budget:

Enter the amount into the Funds Paid This Period Column and Match Funds Paid
This Period Column for each category.

Fuiids Paid This
Period 1011/2012-
1213112012

Cumulative Match Funds Paid
wver Budget
Budget Categories Budget Ma Expenses as of this Period Tmi‘ Cumulative o
2 10/ Xpenses

Personnel 14,500.00 0.00 0.00 0.00 5,000.00 0.00

= Employee Benefits 0.00 0.00 0.00 0.00 0.00 0.00
& Travel (Including Training) 0.00 0.00 0.0p 0.00 0.00 0.00
¢~ Equipment 0.00 0.00 0.qp 0.00 0.00 0.00
=i Supplies & Operating Expenses 0.00 0.00 0.qo 0.00 0.00 0.00
£° Consultants 0.00 0.00 0.gp 0.00 0.00 0.00
Ll Construction 0.00 0.00 0.0p 0.00 0.00 0.00
Other 0.00 0.00 0.04 0.00 0.00 0.00

CF - Purchase of Specific Information 0.00 0.00 0.00 0.00 0.00 0.00

CF - Purchase of Senvices 0.00 0.00 0.00 0.00 0.00 0.00
CF - Purchase of Evidence 0.00 0.00 0.00 0.00 0.00 0.00
Total 2 14,500.00 0.00 0.00 4 0.00 5,000.00 0.00

@ Select a Program Income category then click the plus link to start entering Program Income details.

Program Income Add % v
Remarks
tacimentame T Budigel Caegons) e |
Y 4 12.18.2012 pdf test 1202712012 74144 AW
‘ View Report ‘ ‘ View Program Income Report ‘ ‘ View Corrective Actions ‘ Back
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The subgrantee should now enter the data necessary for the Financial Information

section of the financial report.

e Funds Paid This Period: All expenses paid by the subgrantee for this project.

e Total Funds Received to Date
O  This column calculates based upon the payments entered by CJl for grant funds.
0 The subgrantee will need to input the “Total Funds Received to Date” for the

Match line(s).

e The Claim This Period column should be the total amount that needs to be

reimbursed.

R ihE Total Cumulative Total Fundz Clail i i
Financial Information Period 11172013- e | e o L= =L
3312013 & '
Federal 39,300.00 0.00 0.00 0.00 0.00
State 0.00 0.00 0.00 0.00 0.00
Project Income 0.00 0.00 0.00 0.00 0.00
Interest 0.00 0.00 0.00 0.00 0.00
State Match 0.00 0.00 0.00 0.00 0.00
Cash Match (New Approp.) 18.040.00 000 000 » 0.00
In-Kind Match 0.00 0.00 0.00 0.00 0.00
Project Income Match 0.00 0.00 0.00 0.00 0.0p
Total & 57.340.00 0.00 0.00 Q00 0.00
@ Click the Budget Category link to enter "Funds Paid This Period” and "Match Funds This Period" detail information

e Any remarks or comments that the subgrantee needs to make about the report can
also be added, but are not required.

e Add Attachments: Attach the supporting documentation for expenditures
necessary to receive reimbursement.

e View Report: See a summary of the report in PDF.

e View Program Income Report: See a summary of the report in PDF

— Click Submit to submit the report.

@ Click the Budget Category link to enter "Funds Paid This Period" and "Match Funds This Period” detail information

Total Cumulative

Expenses
37,500.00 0.00 7,000.00 0.00 7,000.00 0.00
o 0.00 15,000.00 0.00 0.00 0.00 0.00
W% Tisvel (Inciuding Training) 1,800.00 540.00 800.00 54000 1,340.00 0.00
4" Equipment 0.00 0.00 0.00 0100 0.00 0.00
&1l suoolies & Opersting Expenzes 0.00 2,500.00 0.00 0.00 0.00 0.00
& Consultants 0.00 0.00 0.00 0.00 0.00 0.00
A;Cnnslmct\ﬂn 0.00 0.00 0.00 0.00 0.00 0.00
Other 0.00 0.00 0.00 0.00 0.00 0.00
CF - Purchase of Specific Information 0.00 0.00 0.00 0100 0.00 0.00
CF - Purchase of Services 0.00 0.00 0.00 0100 0.00 0.00
CF - Purchase of Evidence 0.00 0.00 0.00 0.00 0.00 0.00
Confidential 0.00 0.00 0.00 0.00 0.00 0.00
Total 39,300.00 18,040.00 7.800.00 54000 8,340.00 0.00
(@ select a Program Income category then cick the plus fink to start entering Program ncome details.
| _______acton ______[Budgetindicator __[Category Type__lAmount __|
Program Income Add: + Eamed ¥ Select || Remove Earned Fees $200.00

i

Select || Remove Expenditures TravelTraining $100.00

Remarks:

Add Attachment

Descrinting

< View Report | ‘ View Program Income Report | ‘ Save as Draft ‘ ‘ Save and Continue Editing ‘ Sun@
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When the report is submitted, a Report Submission Confirmation message will appear.

This confirmation message is in place of signatures that may have been previously
required by the programs.
— Click Agree to finish submitting the financial report.

Fiscal Report Submission Confirmation

| certify that, to the best of my knowledge and belief, this report is accurate and complete and that all and are
for the purposes setforth in the application as approved by ICJI; and | further cerify that | am aware of the requirements set forth in the OJP Financial Guide (for
federal funds) and ICJI's Applicants Manual and that all expenditures were made in compliance with these guidelines.

Program Income

Program Income should only be submitted with the quarterly reports. Program Income

should not be submitted with Interim Reports.
e Select Earned or Expenditures from the drop down menu.
e Select the plus button to add the earned line item or expenditure line item.

| Total £ 20,700.00] 0.00] 0.00] 000] |

@Chckme Budget Category link te enter “Grant Funds Paid This Period” and "Match Funds This Period” detail information.
Grant Funds Paid This |Match Funds Paid this

Budget Categories Budget Match Period 11120133 | Period 11120133 T"‘iﬁ)’;:‘ﬁ"g“"e PO
13112013 13112013 3

|2 Personnel 10,000 00f 10,000.00] 0.00 0.00] 0.00 0.00
= Employee Benefits 0.00] 0.00] 0.00| 0.00| 000 0.00
&% Travel (Including Training) 0.00] 0.00] 0.00| 0.00| 000 0.00
~ Equipment 0.00] 0.00] 0.00| 0.00| 000 0.00
Bl Supplies & Operating Expenses 500.00| 200.00| 0.00] 0.00] 0.00 0.00
& Consultants 0.00} 0.00] 0.00] 0.00} 0.00 0.00
el Construction 0.00) 0.00| 0.00 0.00} 0.00 0.00
Other 0.00} 0.00] 0.00) 0.00] 0.00 0.00
Confidential 0.00) 0.00| 0.00 0.00] 0.00 0.00
Total Z| 10,500.00) 10,200.00| 0.00 0.00 0.00 0.00

glect a Program Income category then click the plus link to start entering Pragram Income details.

Pragram Income Adg for Program Income.

Remarks:

— Click the Select button to enter date into the line item.

@ Click the Budget Category link to enter "Grant Funds Paid This Period” and "Match Funds This Period” detail information.

Budget TcntaE\xcplz‘:\:;aﬁtwe Over Budget

(&) Personnel 10,000.00 10,000.00 0.00] 0.00} 0.00 0.00
= Employee Benefits 0.00 0.00 0.00) 0.00) 0.00 0.00
&% Travel (Including Training) 0.00 0.00] 0.00] 0.00} 0.00 0.00
4~ Equipment 0.00] 0.00] 0.00] 0.00} 0.00 0.00
5| Supplies & Operating Expenses 500.00 200.00] 0.00] 0.00} 0.00 0.00
& Consultants 0.00 0.00] 0.00] 0.00} 0.00 0.00
sl Construction 0.00 0.00] 0.00] 0.00} 0.00 0.00
Other 0.00] 0.00] 0.00] 0.00} 0.00 0.00
Confidential 0.00 0.00] 0.00] 0.00} 0.00 0.00
Total Z 10,500.00 10,200.00 0.00, 0.00 0.00 0.00

elect a Program Income category then click the plus link to start entering Program Income details.
Budget Indicator ICategory Type
Eamned Enter Edit Mode

ngram\n:ume}\dd:ﬂi Eamed

Remarks:
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e  Select the Category Type from the drop down menu.

0 The category types are determined by the Budget Indicator of Earned or

Expenditure.
° Enter the total amount earned for that category.
0 Multiple categories can be added as needed.
° Enter the amount of funds.

0 Earned Funds: The amount entered should be the total amount earned for

that category.
0 Expenditures: The amount entered should be the total amount of the
federal portion of program income earned that was expended.
— Click Update when the line item is complete.

@Chckme Budget Category link te enter "Grant Funds Paid This Period” and "Match Funds This Period” detail information.

Budget Categories Budget Match TCI!:\XCDI;I::;:!W? e et
&) Personnel 10,000.00] 10,000.00] 0.00 0.00 0.00 0.00
= Employee Benefits 0.00} 0.00 0.00 0.00) 0.00 0.00
&% Travel (Including Training) 0.00} 0.00 0.00 0.00) 0.00 0.00
~ Equipment 0.00] 0.00] 0.00) 0.00] 0.00 0.00
B Supplies & Operating Expenses 500.00 200.00] 0.00] 0.00] 0.00 0.00
& Consultants 0.00} 0.00] 0.00] 0.00] 0.00 0.00
sl Construction 0.00} 0.00 0.00 0.00 0.00 0.00
Other 0.00} 0.00 0.00 0.00 0.00 0.00
Ci 0.00] 0.00 0.00 0.00 0.00 0.00
Total T 10,500.00] 10,200 EIEIl 0.00 0 0.00 0.00

rogram Income category then click the plus link to start entering Program Incol
A Budget Ind eg pe A

" |[ Update |[ Cancel Eamed Asset Forfeitures | »| | § 0.000

ASSelFOiTeilne
Doimak,

Program Income Add: g Eal

Remarks: Restitution

Sales of Goods
Fees

Completed view of Program Income

@ Click the Budget Category link to enter "Funds Paid This Period” and "Match Funds This Period” detail information

Funds Paid This | Match Funds Pai . " 1
Budget Categories Budget Match Period 1/1/201 this Poriod | 712l Cumulative { % Over Budget
312013 | 1172013.313172013 P

=) Personnal 37,500.00 0.00 7.000.00 0.00 7.000.00 0.00
= Employee Benefits 0.00 15,000.00 0.00 0.00 0.00 0.00
@ Travel (Incl 1,800.00 540.00 800.00 540.00 1,340.00 0.00

Equipment 0.00 0.00 0.00 0.00 0.00 0.00
8| Supplies & Operating Expenses 0.00 2.500.00 0.00 0.00 0.00 0.00
2" Consultants 0.00 0.00 0.00 0.00 0.00 0.00
Lo Construction 0.00 0.00 0.00 0.00 0.00 0.00

Other 0.00 0.00 0.00 0.00 0.00 0.00

CF - Purchase of Specific Information 0.00 0.00 0.00 0.00 0.00 0.00

CF - Purchase of Senices 0.00 0.00 0.00 0.00 0.00 0.00

CF - Purchase of Evidence 0.00 0.00 0.00 0.00 0.00 0.00

Confidential 0.00 0.00 0.00 0.00 0.00 0.00

Total £ 39,300.00 18,040.00 7.800.00 540.00 8,340.00 0.00
@ Select a Program Income category then click the plus link to start entering Pragram Income details.
Program Income Add:# Eamed v @ Remove Eamed Fees 5200.00
\ﬂ/ [ Remove | Expenditures Travel/Training $100.00
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Inventory Reports

The Inventory Report monitors the equipment purchased using grant funds.

Inventory reports are required for equipment purchased through program funds during
the quarter with a value of $500.00 or greater.

Note: Inventory Reports must be submitted and approved if equipment was included in
the approved program budget in order to complete the grant close-out.

— Click Add New Item to add an inventory item to the report.

INVENTORY LISTING

Report Status: Draft Submitted Date:
Approval Status: Pending Return Date:
Status Updated By: Resubmitted Date:

Has non-expendable property been purchased through this subgrant or a previous subgrant for this period? Yes

 ——
‘ Add New ltem ’

ltemNo | Quantity | Identification Number Present Condition Code

Remarks

‘ Save As Draft H Submit Report ‘m

To complete the report fill out this section in its entirety.

e Item Number: The asset tag number or the number assigned by the subgrantee to
track the item.

e Inventory Quantity: The amount of items purchased.

e Description: A brief description of the item purchased.

e Identification Number: The serial number or another used to identify item.

e Date Acquired: The date the item was purchased.

e Cost: The final cost of the item.

e Present Condition Code: Select from the drop down the current condition of the

item.

e Present Use and Location: Describe how the item is currently being used and where
is it located.

e Anticipated Future Code: Select from the drop down the anticipated condition of
the item.

e Remarks: Include any additional remarks about the item that is not addressed in
the previous questions.
—> Click Save and Return when the report is complete.

43



ftem Number. *
Inventory Quantity: 0
Description: *
Identification Number.

Date Acquired

Cost

Present Condition Code: | A - In the same project being continued with ICJI funds &

PresentUse and Location:

Anficipated Future Code: A - In the same project being continued with ICJI funds h

Remarks i

CD Save & Add Anothi Del
[\ave sumI”, ave nother ]

e The record has now been added to the Inventory Report and can be submitted.
e Any additional remarks can be included in the Remarks section of the report.
— Click Submit Report when finished with the report.

@ Logofl

Main Meny ‘ User Management | Funding Announcement |  Project Management Vu‘urkr-|anager| Internal Menu

Project Monitoring Audit Fiscal Delails Reporfing Requirements

GrantID: 1378 Project Title: Problem Solving Court  Applicant Agency: Indiana Criminal Justice Insfiute
INVENTORY LISTING
Report Status: Draft Submitted Date:
Approval Status: Pending Return Date:
Status Updated By: |s Beth Hampshire Resubmitted Date:

Has non-expendable property been purchased through this subgrant or a previous subgrant for this period? Yes «

Add New ltem

| Quantity | Identification Number Present Condition Code
1 123456 5,000.00 A

Remarks ¥

Save As Draﬂ(‘ I Submit Report H

Plesse s2nd technical comments and problems to | RANTS Support (Q4).
©2011-2012 Indiana Criminal Justice Institute. All ights reser

nauthorized Access Frohibited

The confirmation message below will come up with the Submit Report button is clicked.

— Click Agree to move on.

Inventory Report Submission Confirmation

| ceriify that, to the best of my knowledge and bellef, iis reportis accurate and complete
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All saved reports are listed in the Main Summary of the Monitoring section of the grant.

[ Create Fiscal Report ] | Create Program Report | | Create Inventory Report |

MAIN SUMMARY

Filter Criteria
Phase: [Al] - To access a fiscal or program report, click on the period ending date to open the report

Approval Status:  [All] -

Cumulative Fiscal Reports

m Period Ending m Last Update Date Approval Status Entered By

2577 EJ 9/30/2013 Ouarterl\f Submitted 8i6/2013 Pending Ms. Sarah Davis

Program Reports

m Period Ending _'( Last Update Date Approval Siatus Entered By

2577 EJ 1203112013 Semi-Annual Submitted 882013 Pending s, Sarah Davis

Inventory Reports

Last Update Date Approval Status Entered By

Submmed 81612013 Pending Is. Sarah Davis

Program Monitoring Reports

Report ID Date of Last Visit Additional Grants Letter of Compliance

| Create Fiscal Report ‘ | Create Program Report | | Create Inventory Report |
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Section 5: Project
Modification Request

Reasons to request a modification include:

v' Extend project end date
v' Change to budget
v Change Project Director or Financial Officer.

— Click on “Awarded Projects” under the Quick Searches section or Enter the Grant ID (4 digit

number the system assigns)

liain hienu ‘ User Management | Funding Announcement || Project Hanagement | Work anager | Internal benu

Search Program Wonitoring

PROJECT MANAGEMENT SEARCH

Search Criteria: Quick Searches

O Appications In Process (S}
Applicant Agency: [All v Awarded Projects - Active (5}

Recipient / Allocation Agency:
Funding Announcement  [All] v
Keywords: [All] A

Awarded Projects - Active Quick Search results displayed

i | Receitlate |
i Indiana Criminal Justice Insfitute test 09/21/2012
1z Indiana Criminal Justice Insfitute |Test County CCP- 08232012
1378 Indiana Criminal Justice Insfifute Problem Solving Court
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— Click on the Create Project Modification Request.

Main Menu ‘ User Management | Funding Announcement | Project Management | \Vork Manager | Internal Menu

Project Monitoring Audit Fiscal Defails Reporting Requirements

GrantID: 1183 Project Title: MSD of North Posey SRO Program
Status: Open - Awarded Fund Announcement: 2012-2013 Safe Haven

PROJECT SUMMARY
CLICKHERE  To enterlupdatehiew a Program, Fiscal, or Inventory Reportfor this grant (Monitoring menu item).
CLICK HERE To view any Audit Information for this grant (Audit menu item).
CLICK HERE  To view the current financial information for this grant such as payments and funding sources (Fiscal Details menu item).

CLICK HERE  To view the reporting requirements for this grant such as when fiscal reports are due (Reporfing Requirements menu item).

Select the document link to access the details (i.e. Budget, Main Summary, Contract report...).
e s Status

View Issues/Comments

— Click the Continue button to move on.

Create Project Modification Request (PMR) Confirmation

ICJI must receive your original signed modification request at least 30 days prior to the end of your
grant to ensure ICJI?s consideration of the request. In the last 30 days of the project period,

i for dification may be considered, but only if a detailed justification for the
late request accompanies the request and ICJI finds the justi ion merits its ideration. No
medification requests will be considered or approved if they are received by ICJI after the end of
your grant.

Pleasa complete all sections (Summary, Budget, Justification and Parfe Iy ) by entaring the
requested changes and switching the section status fo complete. If you have no changes to make to a
particular section, just change the section status to complete. Once all section statuses are marked
complete, click the Submit Modification button to transmit your project modification reguest to ICJI for
consideration.

Your 118 not iderad officlally submittad until you click the submit button and the
status changes to Opan-Receivad and, if necessary, your signed modification raquast Is racalved by
ICJI. Additionally, modificati quasts must be submitted ah Eg and recelved by ICJI at
least 30 days prior to the end of the project. Your Program Manager will contact you with additional
information and next steps regarding your modification request.

Thase instructions will also ba avallabla by clicking the Halp button in the upper right cornar of the
madification summary scraan.

Frass Continue lo creale the PME
Prass Cancal to Abort
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Main Summary Modification

The end date, scope and contact people associated with the grant can be done here.
Select the individual that is submitting the modification.

Provide the Project End Date.

To change the project/financial/primary contact the subgrantee will just select from
the drop down.

Justification box is where the subgrantee will explain the reason behind the
modification request.

Change the completion status from “In-Process” to “Complete”.

— Click the Save button.

wﬂmuemd Modification: * >

MODIFICATION DETAILS
etrPoint Value: 5 Created By: Ms. Stephanie Edwards Created Date: 10102012 1:45:05 Al
Complgtion Status: In Process ¥ Last Update By: Ms. Stephanie Edwards Last Update Date: 10/10/2012 11:45:05 AN
Applicant Ageney: MED of Nerth Fesey County Change Applicant

FID #: 358008183
Recipient Agency: MSD of North Posey County Change Recipient
Project Director: Principal Steve Michael Kavanaugh, Mr. ¥ etsils Project Director not listed in dropdown? &
Financial Officer: g Caral Lupfer w  Detsils Financial Officer not listed in dropdown? 2

Primary Contact: Pyincipal Steve Michael Kavanaugh, Mr. ¥ Detsils Primary Contact not fisted in dropdown? &)

Additional Contacts (0-ICJI)

Program Staff Contact: Ls. Stechenie Edwsrds
Fiscal Contact: vis. Stephanie Edwarss

Listing of Signatories
Add New Signatory
Phase: Inttial
Submited By * M Submitted Date: *
Application Award Date: 6115/2012 Modification Award Amount:
Project Start Date: * 8/13/2012 Project End Date: *
Commission Meeting: Signature Page Received Date:
Resubmitted Date: Returned Date:
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Budget Details Modification

If there is no change to the budget section, change the Completion Status to

“complete” and save.
To modify an existing budget line.
0 Select the category that needs modified.

Section Point Value: 0 Created By: Ms_ Stephanie Edwards Created Date: 4/16/2013 2:44-18 PM
Completion Status: In Process Last Update By: Ms. Stephanie Edwards Last Update Date: 4/16/2013 2:44:18 PM
Personnel 37.500.00 0.00 37.500.00 0.00 0.00
CF - Purchase of Senices 0.00 0.00 0.00 0.00 0.00
CF - Purchase of Evidence 0.00 0.00 0.00 0.00 0.00
Confidential 0.00 0.00 0.00 000 000
Emplovee Benefils 0.00 15,000.00 0.00 15,000.00 0.00
Travel (Including Training 1,800.00 540.00 1,800.00 540.00 0.00
0.00 0.00 0.00 0.00 0.00
& Operating Expenses 0.00 2.500.00 0.00 2,500.00 0.00
Consultants 0.00 0.00 0.00 0.00 0.00
Construction 0.00 0.00 0.00 0.00 0.00
Other 0.00 0.00 0.00 0.00 0.00
CF - Purchase of Specific Information 0.00 0.00 0.00 0.00 0.00
Total: Z 39,300.00 18.040.00 39,300.00 18,040.00 0.00
Total Approved Budget by Fund Source
Federal 39,300.00 39,300.00
State 0.00 0.00
Project Income 0.00 0.00
Interest 0.00 0.00
State Match 0.00 0.00
Cash (New ApDrop. 18.040.00 18,040.00
In-Kind Match 0.00 0.00
Project Income Match 0.00 0.00
Total: £ 57,340.00 57,340.00
[ SaveAnd Continue Ediing | Back|

O Select the line item that will be modified.

SUPPLIES & OPERATING EXPENSES

Add New Line

Supply It Fund Ti Year{ Cost Total
| em un e otal
i ” Curen] v |

AV equipment rental for all regional training courses

meeting room rental for all regional fraining courses

training course materials for all regional fraining cours

Submit Issue/Comment ‘ Back

52,000.00 52,000.00 52,000.00
39,000.0039,000.00 39,000.00
7500.00] 7,500.00| 7,500.00
Total:|98.500.00 98 500.00 98 500.00
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0 Enter the modified budget computation and cost in the New section of the
budget.
— Click the Save button.

Grant ID: 1888 Project Title: Manual Screen Shots
Status: Open - Draft Fund Announcement: Group TestFA 3

SUPPLIES & OPERATING EXPENSES BUDGET LINE ITEMS
Created By: Ms. Stephanie Edwards Created Date: 4/16/2013 2:54:22 PM
Last Update By: Ms. Stephanie Edwards Last Update Date: 4/16/2013 2:54.22 PM

Supply ltem: * Telephone Services

Computation

Current
Year = =
Computation

Year 1

$36.67 x 6 months

Total Cost: 0.00

Save And Add Another Delete | [ Back

e To Add a New Line Item.
— Click Add a New Line.

SUPPLIES & OPERATING EXPENSES

Add New Ling
ol
i o I T
Iaterials for programs Cash Match (New Approp.) 2,000.00| 2,000.00) 2,000.00
Office Supplies Cash Match (New Approp.) 500.00 500.00|  500.00

Total:| 2.500.00 | 2,500.00] 2.500.00

Back|

0 Enter the Name and select the fund type.
0 Enter the new budget computation and cost in the New section of the budget.

—> Click Save or Save and Add Another button.

SUPPLIES & OPERATING EXPENSES BUDGET LINE ITEMS
Created By: Created Date:
LastUpdate By: Last Update Date:

0000000 Curemt ]
Supply Item: *

Current
Year
Conputaton
Year 1: -
Total Cost 0.00 Total Cost X | 000

e ———
| SubmitlssueiComment C_| | Save ||  Save And Add Another Delete || Back |
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—> Click the links in the Source section to change the amount of the sources funds if

funds are being added to the project.

e Change the Completion Status to Complete

—> Click the Save button.

Section Point Val

Created By: Ms. Stephanie Edwards Created Date: 4/16/2013 2:44:18 PM
Last Update By: Ms. Stephanie Edwards Last Update Date: 4/16/2013 2:59:29 PM

Budget Category Current Subgrant Budget Current Match Requested Subgrant Budget New Match Net Change Dollar Amount

Personnel 37,500.00 0.00 37,500.00 0.00 0.00
CF - Purchase of Senices 0.00 0.00 0.00 0.00 0.00
CF - Purchase of Evidence 0.00 0.00 0.00 0.00 0.00
Confidential 0.00 0.00 0.00 0.00 0.00
Employee Benefits 0.00 15,000.00 0.00 15,000.00 0.00
Travel (Including Training) 1,800.00 540.00 1,800.00 320.00 (220.00)
Equipment 0.00 0.00 0.00 0.00 0.00
Supplies & Operating Expenses 000 2,500.00 0.00 2,720.00 220.00
Consultants 0.00 0.00 000 000 000
Construction 0.00 0.00 0.00 0.00 0.00

Other 0.00 0.00 0.00 0.00 0.00
hase of Specific Infarmation 0.00 0.00 0.00 0.00 0.00
Total: £ 39,300.00 18,040.00 39,300.00 18,040.00 0.00

Total Approved Budget by Fund Source

Source

Federal 39,300.00 39,300.00
State 0.00 0.00
Project Income 0.00 0.00
Interest 000 000
State Match 0.00 0.00
Cash Match (New Approp 18,040.00 18,040.00
In-Kind Watch 000 000
Project Income Match 0.00 0.00
Total: Z 57,340.00 57,340.00

[ ) Save And Continue Editing ]

Adding Performance Indicators

e To add a new performance indicator.

—> Click the Add New Performance Indicator button.

Project Phase Target

1. Established by ICJI

e»

11 jumiber of Seat Bielt Gaations this reporting penod @ 14
1.2, Humiber of Child Festraint wolabons isued this reporting penad i

1.3, Numnber of texting cilations (.G, 9-21-8-59) issued this reporting period i ]

1.4, Nusmiber of Operating While Intoxicated (OVWI) arrests made this reparting period [ ]

1.6. Numiber of Graduated Drver's Licensing (GOL) Law violabons issued during this reporting penod. @

1.6 Humber of media activities (including press events and news releases) this quanter

1.7- Number of seat belt survey sites completed this period

1.8. Total number of vehicles surveyed during seat belt surveys. 200

n = o|wle 3

2. Established by Subgrantes

Submil kssuelComment View History Save | | Back
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e Search the Performance Indicator library.
e Check the box next to the needed indictor.

—> Click the Assign Performance Indicator button to assign an indicator already created
in the library.

—> Click the Create Performance Indicator button to create a new indicator.

Select

hm

(i}
@

PERFORMANCE INDICATOR LIBRARY

Search Criteria:

Title: %
Purpose:
Owner. [All] A
Measure Type:

Al -
Assign Selected Indicators Create Performance Indicator

Ach\eve 40-55% completeness of all trauma data in the Indiana Trauma Registry
Amount of (ARRA) JAG funds used for criminal justice-related evaluations
Amount of (ARRA) JAG funds used to provide technical assistance

Amount of (ARRA) JAG funds used to provide training

Amount of (ARRA) JAG funds used to purch equip and/or supplies

) Amourt of Club drugs (MDMA (Ecstasy)/MDA and Other) seized (in grams)

Amount of Cocaine (Powder Cocaine & Rock/Crack Cocaine)seized (in grams)
Amount of cocaine seized (in grams)

Amount of Hallucinegens (Psylocybin and Other) seized (in grams)

Amount of heroin seized (in grams)

Amount of marijuana seized (in grams)

Amount of Marijuana seized (in grams)

Amount of Methamphetamine seized (in grams)

¥ Amount of Opiates/Narcotics seized (in grams)

¥ Amt of (ARRA) JAG funds used for criminal just-related product dev projs

Amt of (ARRA) JAG funds used for criminal justice-related research studies
Amt of (ARRA) JAG funds used for improvements to information systems
Antisocial behavior

Average length of stay in program

Average length of stay in program

System will time out at: 03:57:14 PM
Remaining time: 29:58

Traffic Safety
JAG
JAG
JAG
JAG
JAG
JAG
JAG
JAG
JAG
JAG
JAG
JAG
JAG
JAG
JAG
JAG
JABG
Title Il
Title Il

Outcome:
Qutcome
Qutcome
Qutcome
Outcome
Outcome
Outcome
Outcome
Qutcome
Qutcome
Outcome
Qutcome:
Qutcome
Outcome
Qutcome
Outcome
Outcome
Qutcome
Outcome

Qutcome
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e To modify current performance indicators.
e Enter a new number in the Project Phase Target Section.
e Change the status to Complete and click the Save button to complete.

Project Phase Target

1. Established by ICJI

14 Number of Seal Belt Cations thes reportng penod @

1.2 Number of Child Restraint violations issued this reporting period @

1.3. Number of texting citations (1.C. 9-21-8-59) issued this reporting period. i ]

14, Nurnber of Operating Whale Intoxocated (OWI) arrests made s reporting penod @

1.5. Number of Graduated Diver's Licerrsing (GOL) Law wolabions rssued dunng thes reportng penod. ﬂ
1.6. Number of media activities {including press events and news releases) this quaner

1.7 Mumber of seal belt survey sites completed thes penod

1.3. Total number of veeckes surveyed dunng seal belt surveys i ]

2. Established by Subgrantes

Add New Perormance Indicalor

Submit lssueComment View History g Save ) Back

e Once all sections are complete, the submit modification button will appear. The
subgrantee will submit the modification.
e The View Application button will allow the subgrantee to view the PMR as a PDF.

Main
llenu

| User ‘ Funding ‘ Project Management WurKManager| Internal Menuy

Praject Modification Monitoring Audit Fiscal Details Reporting Requirements

Grant ID: 1888 Project Title: Manual Screen Shots
Status: Open - Draft Fund Announcement: Group TestFA3

MODIFICATION SUMMARY

Please complete all sections and click the Submit Modification Button te transmit your medification request to ICJI for consideration.

Last Update
Budget Detail Complete 0 4/16/2013 2:59:29 PM
Main Summary Information Complete 0 4/16/2013 3:18:13 PM
Pe Complete 0 4116/2013 3:18:57 PM

[ View Application | T) Submit Modification View lssues/Comments

— Click the Ok button to finish.

Message from webpage ‘ M

x '6 Your Program Manager will contact you with additional
W information and next steps regarding your modification request.
I Reminder: You can view the application at any time by using the
View Application button.

N ]

P
( OK ) Cancel
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Section 6: Work
Manager

Tasks and Alerts Definitions

Note: All external users with security roles for a registered agency have access to
Work Manager and can receive tasks and alerts.

>

Task: A work item that must be performed. If a User receives a task, some
action must be taken within Egrants on your application or Report to clear the
task. The Primary Contact associated with each application/subgrant will receive
all tasks.

Alert: A notification of an event that has occurred or of an activity that is
pending within the Egrants system regarding your Application or Report. No
action by the recipient is required. The User can manually clear any alerts
received.

How you will know you have a task or an alert:

>

Whenever a task or alert is sent to your Work Manager, you will be contacted
via email. Emails are sent once a day. The email will not tell you the specifics of
the task or alert in your Work Manager, it will simply prompt you to check it.
You will not receive notice of a task or alert if you have already read the new
task or alert.

Definitions:

>

Y V V

User Action: This refers to the action taken by the External User, ICJI staff or a
system-generated action that triggers the task or alert.

Title: This refers to the title that appears in the Work Manager for the task or
alert.

Type: Type refers to either a “task” or an “alert.”

Recipients: This refers to who will receive either the task or alert.

Trigger: The trigger identifies what action has occurred to result in a task or an
alert being created.

The tasks and alerts below are listed alphabetically by category. The categories include:

YV V VY

Applications

Concept Papers
Continuations

Fiscal (Fiscal Reports)
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YV VYV

Inventory Reports

Modifications (Project Modification Requests)

Program Reports

User Management (Registration and Security Role establishment)

Applications

YV V V YV V V

VVVYVY

Y V VYV

Y V V

User Action: Awarded

Title: Application Title

Type: Alert

Recipients: External Application Contact, Financial Officer, Project Director, and
Signatories that the application was awarded.

Trigger: Status changed to Open-Awarded and Save button hit on main
summary for Application

User Action: Disapproved

Title: Application Title

Type: Alert

Recipients: External Application Contact, Financial Officer, Project Director, and
Signatories that the application was closed and disapproved.

Trigger: Status changed to Closed-Disapproved and Save button hit on the main
summary

User Action: Issues/Comments, Review Required

Title: Application Title

Type: Alert

Recipients: Contact, Financial Officer, Project

Trigger: Release All External Issues and Comments button is selected

User Action: Rejection

Title: Application Title

Type: Alert

Recipients: External Application Contact, Financial Officer, Project Director, and
Signatories that the application was closed for Administration Rejection
Trigger: Status changed to Closed- — Administrative Rejection and Save button
hit on main summary page

User Action: Returned

Title: Application Title

Type: Alert

Recipients: External Application Contact, Project Director, and Financial Officer
that the application was Returned.

Trigger: Status changed to Open-Returned and Save button selected.
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VVVYVY VVVYVYVY

Y V V

User Action: Withdrawn

Title: Application Title

Type: Alert

Recipients: Contact, Signatories, Financial Officer, Project Director
Trigger: Status changed to Closed-Withdrawn' and Save button selected

User Action: Returned

Title: Application Title

Type: Task

Recipients: External Contact

Trigger: Status changed to Open-Returned and Save button

User Action: Returned

Title: Application Title

Type: Recipients: External Contact

Trigger: Submit Application button selected

Concept Papers

VVVY VVVYVYYVY

Y V V

YV V VY

User Action: Issues/Comments, Review Required

Title: Concept Paper Title

Type: Alert

Recipients: Contact, Financial Officer, Project Director

Trigger: Release All External Issues and Comments button is selected

User Action: Withdrawn

Title: Concept Paper Title

Type: Alert

Recipients: Contact, Signatories, Financial Officer, Project Director
Trigger: Status changed to 'Closed-Withdrawn' and Save button selected

User Action: Awarded

Title: Continuation Title

Type: Alert

Recipients: External Application Contact, Financial Officer, Project Director, and
Signatories that the application was awarded.

Trigger: Status changed to Open-Awarded and Save button hit on main
summary for Continuation

User Action: Continuation Response Due

Title: Continuation Title

Type: Alert

Recipients: External Contact, Project Director & Financial Officer
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YV V VY Y V V YV V V VVVYVYYVY YV V V

YV VYV

Y VvV

Trigger: Additional phases available and current date is a given number of days

(150) before the project end date

User Action: Disapproved

Title: Continuation Title

Type: Alert

Recipients: External Application Contact, Financial Officer, Project Director, and
Signatories that the application was closed and disapproved.

Trigger: Status changed to Closed-Disapproved and Save button selected on the
main summary

User Action: Issues/Comments, Review Required

Title: Continuation Title

Type: Alert

Recipients: Contact, Financial Officer, Project Director

Trigger: Release All External Issues and Comments button is selected

User Action: Rejection

Title: Continuation Title

Type: Alert

Recipients: External Application Contact, Financial Officer, Project Director, and
Signatories that the application was closed for Administration Rejection
Trigger: Status changed to Closed- — Administrative Rejection and Save button
selected on main summary page

User Action: Returned

Title: Continuation Title

Type: Alert

Recipients: External Application Contact, Financial Officer, Project Director,
Signatories and Financial Officer that the application was Returned.
Trigger: Status changed to Open-Returned. and Save button selected

User Action: Withdrawn

Title: Continuation Title

Type: Alert

Recipients: Contact, Signatories, Financial Officer, Project Director
Trigger: Status changed to Closed-Withdrawn and Save button selected

User Action: Returned

Title: Continuation Title

Type: Task

Recipients: External Contact

Trigger: Status changed to Open-Returned and Save button selected

User Action: Returned
Title: Continuation Title
Type: Recipients: External Contact
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>

Trigger: Submit Application button selected

Fiscal

YV VYV YV VYV Y V VY Y V VY

YV VVYVY

VVVYVYYVY

User Action: Approved

Title: Project Phase Title

Type: Alert

Recipients: External Contact, Project Director and Financial Officer for the
project

Trigger: Approve' button is selected

User Action: Fiscal Report Returned

Title: Project Phase Title

Type: Alert

Recipients: Internal Program Contact , Project Director, Financial Officer,
Contact

Trigger: Revise button selected by internal staff

User Action: Fiscal Reports Due in 2 weeks

Title: Project Phase Title

Type: Alert

Recipients: External Contact and Financial Officer for the project

Trigger: Report is overdue. The alert is generated 1 month (30 days) after the
guarter ending report date if the quarterly report is not yet submitted.

User Action: Submitted

Title: Project Phase Title

Type: Alert

Recipients: Project Director, Financial Officer, Contact
Trigger: Fiscal report is submitted from the External Menu

User Action: Fiscal Report Returned

Title: Project Phase Title

Type: Task

Recipients: Project Contact

Trigger: When the 'Revise' button is selected by the internal staff

User Action: Fiscal Report Returned

Title: Project Phase Title

Type: Task

Recipients: Project Contact

Trigger: Either the Submit button is selected for the corresponding report or the
submit button is selected internally on the page.
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Inventory Reports

User Action: Approved

> Title: Project Phase Title
> Type: Alert
> Recipients: Project Director, Financial Officer, and External Contact
> Trigger: Approve button selected
o User Action: Inventory Report Returned
> Title: Project Phase Title
> Type: Alert
> Recipients: Project Director, Financial Officer, External Contact
> Trigger: Inventory Report is selected for return
° User Action: Inventory Report Returned
> Title: Project Phase Title
> Type: Task
> Recipients: External Contact
> Trigger: Inventory Report is selected for return
o User Action: Inventory Report Returned
> Title: Project Phase Title
> Type: Task
> Recipients: External Contact
» Trigger: Submit Report button is selected for the corresponding report or an
internal submit is selected for the corresponding report.
Modifications
. User Action: Awarded
> Title: Modification Title
> Type: Alert
> Recipients: External Modification Contact, Financial Officer, and Project Director
> Trigger: Status changed to Open-Awarded, Submitted By Individual is NOT ICJI
Program Staff or Fiscal Contact and Save button is selected
. User Action: Disapproved
> Title: Modification Title
> Type: Alert
> Recipients: External Application Contact, Financial Officer, Project Director, and
Signatories that the application was closed and disapproved.
> Trigger: Status changed to Closed-Disapproved and Save button is selected on

the main summary
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Y VVYVYYVY YV VVYVYY YV VY VVVY VVVYVY VVVYVYYVY

YV VVYVYYVY

User Action: Issues/Comments Review Required

Title: Modification Title

Type: Alert

Recipients: Contact, Financial Officer, Project Director

Trigger: Release All External Issues and Comments' button is selected

User Action: ICJI Staff Processed a Project Modification

Title: Modification Title

Type: Alert

Recipients: External Modification Contact, Financial Officer, and Project Director
Trigger: Status changed to Open-Awarded, Submitted By individual is ICJI
Program Staff or Fiscal Contact and Save button selected

User Action: Received

Title: Modification Title

Type: Alert

Recipients: External Contact, Financial Officer, Project Director

Trigger: Submitted By and Submitted By Date are both filled in for the first time
and Save button is selected

User Action: Returned

Title: Modification Title

Type: Alert

Recipients: Project Director, Financial Officer, Contacts

Trigger: Status changed to Open-Returned and Save button selected

User Action: Withdrawn

Title: Modification Title

Type: Alert

Recipients: Contact, Signatories, Financial Officer, Project Director
Trigger: Status changed to Closed-Withdrawn and Save button selected

User Action: Returned

Title: Modification Title

Type: Task

Recipients: External Contact

Trigger: Status changed to Open-Returned and Save button is selected

User Action: Returned

Title: Modification Title

Type: Task

Recipients: External Contact

Trigger: Submit Application button is selected
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ICJ1

YV VYVYYVY

User Action: Individuals Record Update

Title: Individual Title

Type: Alert

Recipients: Group Owner

Trigger: A user's personal profile has been updated through Individual Clearance
Manager

Program Reports

YV VVYVYYVY YV VVYVYYVY YV V VY VVVYVY

YV VVYVYVY

User Action: Periodic Program Report Approved

Title: Project Phase Title

Type: Alert

Recipients: External Contact, Project Director, Financial Officer
Trigger: Approve button was selected

User Action: Program Report Returned

Title: Project Phase Title

Type: Alert

Recipients: Project Director, Financial Officer, User who submitted the report IF
he/she is not the same as the Project Contact

Trigger: Revise button is selected by Internal Staff

User Action: Program Reports Due in 2 Weeks.

Title: Project Phase Title

Type: Alert

Recipients: External Contact and Project Director for the project
Trigger: Report is due in two weeks

User Action: Submitted

Title: Project Phase Title

Type: Alert

Recipients: Project Director, Financial Officer, Contact
Trigger: Program report is submitted from the External Menu

User Action: Program Report Returned

Title: Project Phase Title

Type: Task

Recipients: Project Contact

Trigger: Periodic Program Report is selected for return (‘Revise' button on is
selected)
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° User Action: Program Report Returned
> Title: Project Phase Title
> Type: Task

>
>

Recipients: Project Contact

Trigger: Either the Submit Report button is selected on the page for the
corresponding report or an internal submit occurs if Submit Report button is
selected on the page for the corresponding report.

User Management

° User Action: Access Granted/Denied

YV VVYVYYVY

Title: User Name Requesting Access

Type: Alert

Recipients: External Requestor who received a role for an Agency

Trigger: A trigger will be generated to send an alert to the external user who
requested the access with the decision for approval or denial when a valid
save is performed and save button is selected

. User Action: Profile Updated

YV VVYVYYVY

Title: Individual Title

Type: Alert

Recipients: User associated with the individual

Trigger: A user's personal profile has been updated through any area in the
system that allows updates to the Individual record

. User Action: User Access Updated

>
>
>

>

Title: User Name Receiving Access

Type: Alert

Recipients: The Agency Administrator for the agency for which the access
changed.

Trigger: Save button selected

. User Action: User Access Updated

>
>
>

>

Title: User Name whose access was deleted

Type: Alert

Recipients: The Agency Administrator for the agency for which the access
changed

Trigger: Save button is selected

o User Action: User Access Request

>
>

Title: User Name Requesting Access
Type: Task
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Recipients: Agency User Manager for the agency that the user requested
permissions.

Trigger: An external user is Requesting access to an Agency by selecting the

Submit Request button.

User Action: User Access Request

>
>
>

>

Title: User Name Requesting Access

Type: Task

Recipients: Agency User Manager for the agency that the user requested
permissions.

Trigger: This task is cleared when each role request is approved or denied
and the save button is selected on the page.

User Action: User Access Request

>
>
>

Title: User Name Requesting Access

Type: Task

Recipients: Agency User Manager for the agency that the user requested
permissions.

Trigger: This task is cleared when the user clicks the Withdraw Request
button
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Glossary of Terms

A

Activity Area Definitions
Located under the Maintenance tab, allows users to define performance indicators to a
specific Activity Area

Agency Budget
Provides a separate budget(s) within the Master Budget, allowing specific departments

within a county to input their budget line item detail (Agency Budget) separate from the
Master Budget. These costs will then be consolidated into the Master Budget categories.

Alert

An alert is a notification of an event that has occurred within the Egrants System. You
are not required to take any action. You can manually clear any alerts you’ve received.
Note: If the situation that caused the alert notification to be sent is not resolved and the
alert is cleared, the system may generate a notification the next day if the situation still
exists (such as a late report).

Applicant Agency
The agency who will be applying directly for the grant.

Application Due Date
Date in which the Funding Announcement will close and applicants will no longer have
access to the system.

Authorized Official
The individual authorized to enter into binding contract on behalf of the applicant. This
will normally be an executive officer(s) of the agency or governmental unit.

Award
A contractual agreement between the Applicant and ICJI to provide funds in order to
carry out specified programs, services or activities.

Award Date
Date on which the application is approved by the Board of Trustees.

Award Letter

This document outlines all of the financial details concerning your award and also
contains all of the general and special conditions that you will be required to follow as a
subgrantee.
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B

Batch Process

A series of programs which execute outside of the system to handle time sensitive
events like creating delinquency notifications to the program or fiscal contacts, tasks
and alerts and updating the programs status.

C

Cash Match
Actual cash spent by the Subgrantee and must have a cost relationship to the Federal
Award that is being matched.

Closeout
The process in which ICJI determines that all applicable administrative actions and all
required work of the award has been completed by the Subgrantee.

Comment

Comments are entered in Egrants when ICJI staff has reviewed the submitted
application and is responding with important information for the applicant regarding the
application. The application is not necessarily being returned along with receipt of a
comment; however, the comment could require some type of action by the applicant.
The applicant is alerted that a comment exists via email advising them to check their
Work Manager. Details of the comment are found by clicking the View
Issues/Comments button on the Application Summary Page. A response to the
comment by the applicant may or may not be necessary.

Competitive Bidding
All procurement transactions (without regard to dollar value) shall be conducted in a
manner so as to provide maximum open and free competition.

Competitive Purchasing
The purchase of goods and services through sealed bids or competitive negotiation in
accordance with state or local law or federal requirements.

Construction

The acquisition, expansion, repair, remodeling or alteration of new or existing buildings
or other physical facilities, or the acquisition or installation of initial equipment for such
buildings or facilities.

Corrective Actions
Tasks for the subgrantee to fix or complete before the next phase of the grant can
proceed.
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Contact Management
Located at the top of the screens, the Contacts tab is where Internal Users maintain
contact information for all register individuals and agencies within Egrants.

Continuation Projects
An application for funding for a project beyond the first time funding period.

D

Discretionary Funds (Federal)
Funds directly awarded by the federal government to grantees for programs consistent
with identified federal objectives, goals and priorities.

Drawdown
Refers to the disbursement of grant funds awarded by ICJI according to reporting of
expenditures shown on the subgrantee’s Fiscal Report.

DUNS Number

A DUNS number is a unique nine-digit sequence recognized as the universal standard for
identifying and tracking entities receiving federal funds. The identifier is used to validate
address and point of contact information for federal assistance applicants.

E

Equal Employment Opportunity Plan
A written program plan relating to employment practices affecting minority persons and
women.

Equipment
Tangible, nonexpendable personal property having a useful life of more than 1 year and

an acquisition cost of $500.00 or more per unit.

Expenditure Date

The date by which all project funds must be expended. All project funds must be
obligated by the end of the project period and expended within specified grant close-
out period.

F

FFATA

The Federal Funding Accountability and Transparency Act requires the Office of
Management and Budget to maintain a single, searchable website that provides the
public with information about tax dollars spent.
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Financial Creator Role

This role allows a user READ/WRITE access to all financial data within a project. This
includes all summary project data, all budget sections and line items, and some
contractual sections such as Recipient Agency Budget. This role can also submit fiscal
reports.

Financial Officer

This is the person who has overall responsibility for the accounting, management of
funds, verification of expenditures, and required financial reports for the subgrant
project. The Financial Officer will be responsible for the accuracy of the project’s fiscal
information, such as the budget detail and expenditures on fiscal reports, which are
submitted via Egrants. This individual must be an individual that works in a fiscal
capacity for the applicant agency.

Financial Reader Role

This role allows a user READ-ONLY access to all financial data within a project. This
includes all summary project data, all budget sections and line items, and some
contractual sections such as Recipient Agency Budget.

Fiscal Report
Reports to inform ICJI of the rate of which funds are being spent along with reporting on

expenses. When this report is approved, an invoice is generated at ICJI to draw down
funds for the sub-grantee. The draw down process is initiated by both quarterly and
interim fiscal reports.

Funding Announcement

Applicants receive information stating that Federal and State funding is available
providing programmatic guidance and specific project requirements to applicants. The
funding announcement encompasses all aspects of the grant such as the application,
program reports and fiscal reports.

Funding Area
The name of the Federal or State funding stream that will be released and tied to the

Funding Announcement.

G

General Conditions
Conditions that have been established by ICJI in order to stay in compliance with the
current OJP Financial Guide and includes terms and conditions of the award.

Grant
Funds awarded through ICJI from federal/state sources for various types of projects.
Such funds may only be expended for project purposes and must be consistent with the
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approved project budget.

Grant ID
A unique number generated by the Egrants system when you respond to an open
funding announcement. Use this number when accessing Egrants to find your project.

H

High Risk

A determination made by ICJI of a subgrantees ability to administer grant funds based
on issues such as a history of unsatisfactory past performance, financial instability,
inadequate financial management system, or other conditions of previous awards.

In-kind Match
The value of volunteer or donated services

Interim Reports
Reports that can be submitted anytime during the reporting period.

Inventory Report
Records must be maintained for equipment or other non-expendable property that has
a unit price of $500 or more and has been purchased and received through grant funds.

Issue

An issue is entered in Egrants after ICJI staff has reviewed the submitted Egrants
application and has determined that a revision or additional information is needed and
the application is being returned. The applicant is alerted that an issue exists via an
email advising them to check their Work Manager. Details of the issue and the due date
for re-submission of the application to ICJI are found by clicking the View
Issues/Comments button on the Application Summary Page

K

Keywords
Word(s) identified with your project that describes key components funded by the
subgrant.

L

Local Unit of Government
A county, city, town, township, or other general-purpose political subdivision of the
state.
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M

Master Program Budget

Provides a complete overall budget for the program consisting of ICJI’s standard budget
categories (Personnel, Benefits, Travel, Equipment, Supplies, Consultants, Construction,
Other).

Matching Contributions
The Subgrantees share of the project costs and may either be in-kind or cash.

Monitoring
The monitoring section of the funding announcement is the section where the fiscal,

program reports, and inventory reports are created. These are the reports that will be
used for each reporting period.

N

Notification Action

The list of available Notification Actions will vary based upon the Notification Category
and can be used to further define a specific scenario or situation. A Notification
Category of ‘Program Reports’ will have actions available such as Program Reports Due,
Program Report Returned, Corrective Action Re-opened etc...

(0

Obligated Funds

A legal liability to pay under the grant for services or goods incurred during the grant
period. No funds may be obligated after the termination date of the project. All
obligated funds must be expended within the specified close-out period.

Open Date
Date in which the Funding Announcement will open and when agencies can access the

system to apply through creating an application.

P

Performance Measures

Performance measures, also known as indicators or metrics, are quantifiable, enduring
measures of process/implementation, outcomes, outputs, efficiency, or cost-
effectiveness. In general, measures should be related to an agency's mission and
programs, and should not merely measure one-time or short-term activities. They are
gualitative or quantitative measurement tools that one can use to determine whether
or not a target or objective has been met.

Primary Contact
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This is the name of the individual who has day-to-day contact with the project that is
funded by ICJI and will serve as the primary liaison with I1CJI staff. This individual will
provide ICJI with current information on what is occurring with the project, will receive
all tasks via Egrants Work Manager and will be responsible for making sure the tasks are
completed or passed on to the individual who needs to complete them.

Program Area
Egrants defines a Program Area as the divisions within ICJI. The Division who will be

releasing a Funding Announcement in which agencies will be able to apply for grant
funds.

Program Creator Role

This is a READ/Write role allowing users access to all access to all programmatic data
within a project. This includes all summary project data, all narrative sections not
specifically associated to the budget, and all sections devoted to performance
measurement. Examples include, but are not limited to: Problem Description; Project
Description; and Performance Measures. This role can also submit program reports.

Program Modification Request

Allows the subgrantee to make changes within the project period. These changes could
include modifying the budget, extending the project period, changes in project officials,
or changes to goals and objectives.

Program Reader Role

This is a READ-ONLY role allowing users access to all programmatic data within a project.
This includes all summary project data, all narrative sections not specifically associated
to the budget, and all sections devoted to performance measurement. Examples
include, but are not limited to: Problem Description; Project Description; and
Performance Measures.

Program Report
Reports that show the progress of the grant funded program.

Project Director
This person has overall responsibility for the conduct of the project, and has knowledge

and experience in the project area and the ability to administer the project. This
individual will have ultimate responsibility for ensuring the accuracy of the information
that is submitted to ICJI via Egrants. This person will receive alerts via Egrants Work
Manager and will be ultimately responsible for making sure that all associated tasks
regarding the project are completed.

Project End Date
The last day of the grant in which all funds must be expended or obligated.

Project Monitoring
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This section of the Funding Announcement allows for internal users to determine how
often or how many times a subgrantee needs to be monitored during the award period.
Project Monitoring includes Desk Reviews and Site Visits.

Project Income
Income earned by the subgrantee of a federally supported or state supported project.

Such income includes income from service fees, rental fees, registration/tuition fees,
per diem fees, etc. Program income may be used only for allowable program expenses.

Project Period
The period for which the obligations, expenditures and services described in the

approved application are achieved (usually not to exceed 12 months).

R

Recipient Agency
The Agency who will be receiving the money such as the Auditor, Clerk, Treasurer (i.e.
the Fiscal Agency).

Request-for-Proposal (RFP)
A document which provides specific information and requirement in order for agencies
to prepare and submit applications for consideration.

S

Single Audit
An audit of the entire operations of a state or local government or, at the option of that

government, an audit of departments, agencies or establishments that received,
expended, or otherwise administered federal financial assistance during the year. An
independent auditor in accordance with generally accepted government auditing
standards covering financial and compliance audits shall make the audit.

Sole Source Procurement

A purchase where the material or service (including personal or professional services) to
be procured is available from only one person or firm. A proposed formal advertised or
competitive negotiated procurement for which only one bid or proposal is received is
deemed to be a sole source procurement. All sole source procurements require prior
ICJI (and, in certain cases, federal) approval and must be extensively justified.

Special Conditions

These may include additional requirements covering areas such as programmatic and
financial reporting, prohibited uses of Federal funds, consultant rates, changes in key
personnel, revising budget and proper use of program income.
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Start Date
The beginning of the project period. This is the date you may begin to incur costs for the
subgrant.

Subgrantee
An applicant that is awarded a Grant and thereby assumes full fiscal and program

responsibility for the project as described in the application.

Submission Role

This role allows a user to SUBMIT applications modifications, and continuations. A user
without this role may work on a project, but will not be able to submit it to ICJI.
Similarly, if a project were returned to the applicant for revisions, only users with this
role could re-submit the revised project. This role can allow agencies (particularly larger
ones) to enforce some level of review over what is submitted to ICJI.

T

Task

A task is a work item that must be performed. If you receive a task, some action must be
taken within Egrants to clear the task. If you fail to perform this task, it could impact the
processing of your application, reports, and payments.

U

User Manager Role

This role allows a user to MANAGE SECURITY ROLES (access) for an agency’s projects.
Each applicant agency registering in Egrants will be required to designate a person as
their User Manager. That person then assumes the responsibility for managing users for
the applicant agency’s projects.

User Management
Located at the top of the screen, the User Management tab allows for Internal Users to
manage and maintain system users and their roles to the system.

Vv

w

Work Manager
Notifies the system users regarding changes in the announcements or applications. It

lists alerts and tasks for staff and subgrantees based on events happening in the system.
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Egrants Status Definitions

The following table provides Egrant Status Definitions through the various stages of
which an application can be within the system.

Process Status Reason Description
Application Open Draft Application information is in
process
Received Application submitted to ICJl and

awaiting review

Under Review

Reviewers and scorers have been
assigned

Questions

Issues and Questions have been
identified preventing the
application from proceeding.

Ready for Board

Staff analysis is completed on the
application and the application is
ready to take to the Board
Meeting

Awarded Board has approved the
application

Delegated Application has been delegated
to a sub-committee by the Board
for final decision (Award/Deny)

Tabled Application has been deferred for

consideration at a later time

Returned Application was returned to the

Applicant agency for required or
additional information

Administrative
Rejection

Application was no awarded due
to administrative reasons and not
sent to the Board

Disapproved

Board has denied the application

Not

Application was reviewed and not
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Recommended sent to the Board
Withdrawn Applicant withdrew the
application
Vacated ICJI withdraws the award from

the applicant
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