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1 Introduction

The web-based GOCCP Grant Management System (GMS) provides a single portal through which all of
the tasks associated with applying, awarding, and managing of GOCCP grants are performed. Actual
access to certain sections of the GMS are based on permissions assigned to each user.

Internal GOCCP staff use the system to:

e Manage all funding programs and grant funding distribution information
Make funding available for applicants

View, administer, and manage all grant applications and grant awards
Manage the contacts and organizations databases

e Administer user access to the system

e (Create and process reports

External organizations (sub-recipients) use the system to:

e Input and manage information pertaining to their organization
e View/search for available funding

e Apply for grants

e View the status of grant applications

e Manage / maintain compliance information for awarded grants

1.1 Record Locking

GMS is a multi-user system — many internal and external users may be logged on and working in the
system simultaneously. For this reason, GMS uses record-locking to avoid two users editing the same
application, award, funding program or other system features at the same time.

o If you attempt to edit a record in GMS and you receive an error message indicating the record is
locked, check with other users in your organization to be sure no one else is editing the same
record.

e If this does not solve the problem, please email us by clicking the red question mark icon shown
in the top right corner of every screen and clicking the contact support link.

Please refer to the GOCCP GMS User Manual for step-by-step instructions. For
additional support, contact GOCCP GMS support at the email address shown

below.
Download User Guide
If you experience any problems please contact support

Figure 1 - Contact Support

2 Purpose

This manual describes all GMS processes and procedures, including the grant application process, and is
available only to internal users. Information from this manual that is applicable to external users is
provided in a separate manual.



Internal users are members of the GOCCP grant management team and are responsible for the following

tasks:

Identifying and maintaining the GOCCP Organizations and Contacts databases

Enabling external users and administering rules (user roles and actions)

Identifying and maintaining the GOCCP Funding Programs, Related Funding Year, GFDs and
relative NOFAs

Defining and managing the Grant Application Process

Defining and managing the Grant Award Process, including Award notification

Defining and Managing the Grant Management System Process

3 Getting Started - the GOCCP Grant Management Home Page

The GOCCP Grant Management home page is accessible to the public and provides a summary of the
active NOFAs (Notice of Funding Availability) along with an area for authorized users to log into the
secure GMS.

It is a non-secure web page and as such only provides a list of available NOFAs and the
parameters associated with each.
You can view detailed NOFA information upon successful login with a valid Login and Password.

YNTROL & PREVENTION
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Figure 2 - Public View of GOCCP GMS Website

Available GOCCP NOFAs are listed on the page with its Eligible community and the Grant
Application Deadline date. Each NOFA also contains two additional sources of information for
the user:

O NOFA Detail Summary is accessible from the Information column by clicking the
magnifying glass icon. This view provides initial parameters on the available funds such
as Start Date, End Date, Online Application Deadline, Hardcopy Application Deadline,
Funding Year, Eligibility Description and Deadline Description.

0 If additional documentation for a NOFA is available, a document download icon appears
in the Document column of the NOFA record.

If there are more NOFA records than can be displayed on one page, a page navigation tool is
provided at the bottom of the Home Page to help you navigate through the entire list of NOFAs.
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Figure 3 - Page Navigation Tool

Please refer to the section Navigating GMS for a more detailed description of navigation
features in GMS.

3.1 Register as a GMS User

3.1.1 Create a GMS Login

Create a Login that will uniquely identify you in GMS.

e Choose a user name you will easily remember, for example your first initial + last name
e Use only alphanumeric characters (a-Z, A-Z, 0-9) — special characters (#, !, ?, etc.) are not
accepted

3.1.2 Create a Password

Your password must be at least 8 characters in length with at least 1 special character (non-
alphanumeric characters such as &, S, #, %, etc.). If the password you enter does not meet these
requirements, you will see the following error message:

Password: Minimum characters required: 8 non-alphanumeric characters required: 1

Note: Passwords are case-sensitive.

3.2 LogInto GMS

Enter your Login (GOCCP-assigned User ID) and Password in the top right hand corner of the GOCCP
Home page and click on the Login button to access GMS.

passworc: |

Figure 4 - GMS Login
3.2.1 IForgot My GMS Password

Your GMS user account will be locked if you attempt to log in with an incorrect password five times in
any ten minute period.

If you forget your password and have not made enough attempts to cause your account to be locked,
you can request a password reset:

1. Click on the Forgot Password? link shown in Figure 4.
2. Enter your User Name (this is the User ID you log into GMS with, not the email address
associated with your User ID) then click the Submit button.



[Z] Forgot Password s o &3

Enter your User Name to receive your password.
User Name: |Dan

Submit

3. The Identify Confirmation dialog box is displayed next. Type the answer to the security question
you chose when setting up your GMS account, then click the Submit button.

[=] Forgot Password % |O @

Identity Confirmation

Answer the following question to receive your
password.

User Name: Dan
Question: Dog?

Answer: |

4. You will then receive a confirmation message that your request has been received.

5] Forgot Password s o &

Your password has been sent to you.

5. A new password will be sent to the email address registered with your User ID.

6. Return to the GMS Login screen and log in with your User ID and the new password that was
emailed to you.

Note: If you’ve made five attempts within a ten minute period and your account has been locked,

contact GOCCP Admin Support Staff. With proper verification, they will unlock your account and reset
your password.



4 Quick Reference

The following quick reference sheet provides a high-level overview of commonly used GMS features:
"

,
Maryland GOCCP Grant Management System
Quick Reference

Navigation Bar —

J [ 1 | I

Float your cursor —

over a menu item Appasbon Seaiy Py T

to see choices. )l b J ] o Lo | e b e i

Location Bar
Changes to
show you
where you are
in the system.

Sort Fields

Click on any
column heading
in a dashboard to
sort the display
by that heading.
Click once for
ascending, twice
for descending
order.

Dashboards
Available Funding
Applications

Grant Awards Home Screen

us st Logout T @

WHE  daeng e Cony

Aty Hoa Cany

Search Fields —
Type text into
search boxes
under column
headings (when
available) the hit
ENTER to return

e e B e N e e

2

¥ ssom
records that ¥ man MM i Comgince
match exact or R S
]
i

st WALIAE it I Corpiees

Lo

VMG  mt I Covpiacy

Drop-Down Lists

Click the arrow

G e hp o ® © Function Menus

item to narrow NOFA Status  Application Status  Application Status

the list of . = . -~ P * Context-sensitive Menus guide you through the process of applying for a grant

records. I~ s pur— or managing funding programs & grants. When you click an item in the menu,
- e pimy i the right-side window displays fields for required information associated with

ing o oy
[
s —
Fasmma

the menu item. If you see a SAVE button, you must click it when you are finished,
or you will lose the information you entered. If you do not see a SAVE button,
the information is automatically saved when you enter it.

Other Navigation Tips
Drag & Drop

Example: Add an organization to a Grant Fund Distribution
(GFD) by clicking and holding on the organization in the
Available Organizations pane, dragging it to the top of the
Eligible GFD Organizations pane, and releasing when you see
the dotted line.

pr— T T —— If there is a Save

| B— | ! Add New Records button, you must click
[ t e | Dttt Line Than Eebess. e

| Aty e . B | e The + Add new record button appears anywhere in the GMS n‘btel?oso: P";::_’k

that you are able to add new records. Click on the + icon, and
the fields to enter the new information into will appear
directly below “Add new record”.

Information in this
pane changes
according to the item
you click in the Context
Menu,




5 Navigating GMS

5.1 GMS and Your Computer

GMS is a web-based application designed to run entirely from within your web browser. The GMS user
community is comprised of many different individuals and organizations using various types of
computers, operating systems, monitors, screen resolutions, and web browser settings.

Based on your computing environment, the appearance of some GMS screens can vary from what is

shown in this manual. The functionality does not change, but some screens can vary in appearance. For
example, on one computer the Grant Award Face Sheet will display data entry fields beside their labels,

as shown in Figure 5:

Home | | AddressBook | Reports | Admin | Logout |
[ ————
§ L et wtar P Grant Mumber: Aarrind: Award eported % Matric Match Heparted % Frojert Dates Tithe: Grant Award Status:
g VAWA-20LE-1001 SE2, 00000 10000 % £33, 757.00 TLES % A0 - 9/SLANI  Domestic Vieieace Prose Fowers I Corplance
__  Fooe Sheet Gave ® ||
€} GRANT SEQUENCE NUMBER
Sequence Number
GFD Code
&) PROJECT TITLE GFD Tite
Project Title Oomeite Voo Proiscuton Funding Start Diste:
Funding Erel Dute
€ APPLICANT AGENCY Start Dnte 1y -
ool Courty Bowd of Courty Cameimioreny End Date
T 1s service site?
Agoress 225 ot Cere St ) AWARD DATES
Room 300
Approved Latter Pencing
Cty, Rt Inx. “Westmmter, MD 31137
g Type: Lo G it Amaed Letter Sent
Courty e Amared Accapled
At D fre—
. . L7 Accept Package Sent
) IMPLEMENTING AGENCY S Comils e it e
‘Camoil County Board of Coaty Commissiones y INVENTORY
I Is service site? E =
fem— 335 Horte Cartr Stovet FIRF Rectived
20
Cty, Stwte e @ nisk
Ovp. Type: Riik Assessment P
Courtyt
Ausm Dot
° & INmATIVE
) COUNTY/MUNICIPALITY tistve St ]
County 2
= DEFICIENCY STATUS
Wunicpaity ewcroe o+ M TC
I Deficiency
GRANT ROLES Deficiency Nots
Project Dinector (7]
Fiscal Officer (7]

GOCCP Regionsl Maniar
GOCCP Funding Mansger
GOUCP Fical Specisiot

Figure 5 - GMS Scdreen: Data Fields Appear Beside Labels

While on another computer — one that uses a different screen resolution or different web browser
settings — the data entry fields are displayed below their labels, as shown in Figure 6:
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Heme |  Grant Management | Funding Management Address Book | Reports |

Admin | Logout |

Grars Mavagement > Awer Searce

N - o e

[ () GRANT E

S # | Grant Number: Awarded: Award Reparted %: Match:

Officers Sequence Mumber

Summary
PROJECT TITLE

Narratrn

Goaks| Ohjectives Project Title
Domestic Viokence Prosecution
Budget

Print [J APPLICANT AGENCY

Docmments

Carroll County Board of County Commissioners

Match Reported %: Project Dates. Tithe: Grant Award Status:
TLE5 % A002/2021 - 0330/, Domestic Violence Pr., A
PROJECT DATES
GFD Code
GFD Title

Funding Start Date

Funding End Date

oo o Is service site? Start Date
Spectal Conditions Addeess 225 barth Center Street 1t i
e 300 End Date
Parfamance Measurs o —
g ok City, State i Westminster, M 21157 s ! —
o o 0% Trewt Leeal Govammant
Federal Purpose County: Carvoll EAWARD DATES
Auth. Diiciak L Dougles Howard
ot Approved Latter
etz B IMPL AGENCY Pending .
Notice of Dispute 97192011
(= Board of County Commissianeny S e
Karywords T
" [s service site? v @
Gramt Links ddres: 225 North Center Street
iy 5 Pl Award Accepted
Clase Out Wy |§E
Reparts City, State Tigr Westmiraser. MD 11157
g Type: Locat Govemment AN
Grant Aeard GAN Courty: Carsall Sent
dueh Céficiat 1 Dougles Moward 9262011
Proj
[ COUNTY/MUNICIPALITY Commencement
Recvd
Cukany wavel (@
Careell -
Misicnalfy @ NVENTORY
[Setect Cine] -

Figure 6 - GMS Screen: Data Fields Appear Below Labels

The functionality has not changed — only the location of the data entry fields have.

When differences in displays or resolution cause fields to be pushed down the page, a vertical scroll bar
will appear; simply scroll down the page to see the additional fields.
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5.2 The GMS Home Page

The secure GMS Home Page is displayed upon successful login:

wecher! Logout T @

— HEADER BAR
= NAVIGATION
7~ MENUBAR

LOCATION BAR
ko wc & ) e | &
* v L =] o || X
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& e E (] (-} ! 5
[ Bk " e | K
T E e || &
¥ s00M " @ e | K
& waic » o || X
| &
| ®
| &
| &
e = - | B
e R e S35 .2 pe ||

Figure 7 - GMS Home Page

The GMS interface consists of the Header Bar, Navigation Menu Bar, and Location Bar which are fixed in
place and appear at the top of every screen throughout GMS. The Process Area changes based on the
task you are currently performing.

5.2.1 Header Bar

The Header Bar displays the GOCCP logo and appears at the top of every screen in GMS. It contains links
for logging in & out of GMS, accessing a PDF version of this manual, and contacting customer support.

Wrcemetack it Logout @

Figure 8 - GMS Header Bar

e C(Click the Logout button at any time to leave GMS, which will log you out regardless of where
you are in the system. Be sure to SAVE your work BEFORE clicking the button.

e Click on the Help button (question mark in the red bubble) if you need help with a procedure or
wish to contact technical support at any time while using GMS.

Please refer to the GOCCP GMS User Manual for step-by-step instructions. For
additicnal support, contact GOCCP GMS support at the email address shown

below.
Download User Guide
If you experience any problems please contact support

Figure 9 - GMS Help Button
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e  Within the Help button pop up box, click the Download User Guide link to download a
PDF version of the GMS User Manual, or

e Click the Contact Support link to send an email to support. Doing this will create a new
message addressed to GMSsupport@goccp.state.md.us using your default email
program. NOTE: If your default email program does not open when you click on the
Contact Support link, you can copy this email address, create a new email as you
normally would, and paste this email address into the TO: line.

Note: You can hide the Header Bar at any time by clicking on the center-arrow on the bottom border of
the Header:

Applications

EAi+ Arn # .

Figure 10 — Header Bar Center-Arrow

Click the center-arrow once to hide the Header Bar:

Available Funding Applications
Click Arrow to

Collapse Top Pane
(Hides Header Bar)

View Code « Eit | hpp# o Project Titke

5 BARM Bady ’“"“"""{‘"?;?;" Law V) X Body Armar Trial Application o7mL2012
. Health Care Response to Domestic Pertiles

X DooM Vet anather multi-und GFD B/31/2013 F (] > Vinknce 07/01/2012

x FUND Testing UA Public 11-1-12 122013 =3 € (V] X 012-BA-0033  Testagain 10-1-12 0702012

¥ T testing 112172012 = © v} X 012840041 Test Application 07/01/2012
- e 5 Neighborhood Cammunity Palicing "

X AL2BC00L oo 07/01/2012

Grant Awards

Edit  Grant2 Pragect Title Start Date

2! 2012-BA0030  Testing 9-27-12 07/01/2012

5 2017840031  Testing 10-1-12 07/01/2012

b - 2012-BA0034  Testing 10-4-12 07/02/2012

b 2012-BA-0035 Testing 10-9-12 o7/o1/2012

X 012840036  Testing 10-11-12 o7/01/2012

X 2002-84-0039  Testing 10-15-12 07/01/2012 ¥
4 *

Figure 11 — Click Center-Arrow to Hide Header Bar

Click the center-arrow again to show the Header Bar:

13



Click Arrow to Expand Top Pane
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Figure 13 — Header Bar Shown
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5.2.2 Navigation Menu Bar

The Navigation Menu Bar displays links to the different functional areas of GMS as menu and sub-menu
items, and appears below the Header Bar on every screen in the GMS.

m Grant Management | Funding Management | Address Book | Reports | Admin | Logout |

Figure 14 - GMS Navigation Menu Bar

Move your pointer over a menu item to highlight it. If a menu item has a sub-menu, it will automatically
appear. When the menu or sub-menu item you wish to choose is highlighted, click the left mouse
button.

= | I | | T | T |
Grant Management Funding Prog: izati | | Permissions
Application Search Funding Year Contacts | Roles
Award Search GFDs Users m
Folder Management
Reference Types Permission Types
Address Types
Contact Types

Email Address Types
Phane Mumber Types
Document Classification

Doc Classification Group

-.n.n_.l.'.u-'.u.'.h.u..u.- General Conditions
Special Conditions
Performance Measures
Progress Report Questions
Federal Purpose Areas
| Reporting Requirement Types
I Budget Category
Statuses
Business Processes
Change My Password
Change My Security Q&4

Figure 15 - Navigation Menu and Sub-Menu Items (Not all items are available to all users.)

NOTE: The menu and sub-menu items available to you depend upon the permissions assigned to your
User ID. For example, a GOCCP Funding Manager will see the Funding Management menu & sub-menu,
while an organization external to the GOCCP who is applying for a grant will not, and the Admin menu &
sub-menu items will only be available to GOCCP and system administrators.

e Clicking Home on the Navigation Menu Bar will return you to your GMS Home Page from
wherever you are in the system.

e C(Clicking Logout on the Navigation Menu Bar will log you out of GMS and return you to the
GOCCP Home Page.

5.2.3 Location Bar

The Location Bar is a road map that shows you where you are within GMS. Like the Header Bar and
Navigation Menu Bar, the Location Bar is fixed in place and appears on every GMS screen.
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|Grar't Management > Application Search i

Figure 16 - GMS Location Bar

e For example, if you select Application Search from the Grant Management menu, you are taken
to the GMS Application Search screen and the location bar will be updated to indicate your new
location within the system, as shown in Figure 16.

5.2.4 Process Area

The Process Area is located beneath the Location Bar and is the primary working area within GMS. Its
appearance changes based on where you are in the system — every task that you perform in GMS has
one or more screens associated with it, and those screens are displayed in the Process Area.

Grm Mussspernt | FuscingMisagemest | AdsessBock | Meparn | Adwin | Legen |

PROCESS AREA

Figure 17 - GMS Process Area
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5.2.4.1 Dashboards

The Process Area of your GMS Home Page is divided into three sections called Dashboards:
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Figure 18 - GMS Home Page Dashboards

e The Available Funding Dashboard displays a list of current funding opportunities. The
Applications Dashboard contains a list of grant applications your organization has created.
e The Grant Awards Dashboard displays a list of grants your organization has been awarded.

Each dashboard presents information in a format similar to a table or a spreadsheet —in rows and
columns, and is made up of the following components shown in Figure 19:
RESIZABLE FRAMES

]~ DASHBOARD HEADER
]— COLUMN HEADINGS

Applications

Edit App &

Progect Title

[ I [ ' 70 - ]— SEARCH/FILTER FIELDS
o B 2000-BR-0045 Part-time Police Activity League (PAL) Coordinator 07/01/2000 06/30/2001  Withdrawn
RECORDS
‘ k 2012-BA-0033 Juvenile Courts Victim Spaciakist 07/0L/2012 06/30/2013 Pending | }

Figure 19 - GMS Home Page Dashboard Components

e Dashboard Header: Identifies the dashboard

e Column Headings: The columns determine which fields of a record are displayed. For example, a
complete grant application record may contain over 20 fields of information, but in the
Applications dashboard only the high-level information is shown (the Application Number,
Project Title, Start Date, End Date, and Status fields). NOTE: You can sort the records in your
dashboard by the column headings — refer to the section Sorting Records in GMS for
instructions.

e Search/Filter Fields: Using these fields, you can search for specific records or narrow the list of
records shown by creating a filter. Refer to the section Filtering and Searching for Records in
GMS for instructions on searching and filtering records.
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Records: Individual funding opportunities, grant applications, or grant awards, depending on
which dashboard you are viewing. Each record is displayed in it's own row.

Action Columns: Each dashboard may have one or more columns which display an icon in each
record. In these columns, the fields do not contain information about a record, but rather allow
you to perform an action on the record. For example, in the Application dashboard shown in
Figure 19, the first column is the Edit action column; clicking the icon in that column in a specific
row will allow you to edit that application.

Scroll Bars: If a dashboard has more columns than will fit in the current frame, a horizontal scroll
bar will appear. By moving your pointer over the scroll bar then clicking and holding the left
mouse button down, you can drag the scroll bar to the right in order to view any columns that
don’t fit within the frame. The same is true for records — if the dashboard contains more rows
than will fit in the frame, a vertical scroll bar will appear which will allow you to scroll up and
down through the records.

HORIZONTAL SCROLL BARS

Grant Awards A VERTICAL
Edit  Grant # o Project Title : SCROLL BARS

;_; CACS-2012-1120 2011-CH-0008 Child Advocacy Center 02/01/2012 09/30/2012 $12500.00
:E. CFS]-2011-1005 2011-CF-0004 Crime Laboratory Enhancemeyits 10/01/2011 09/30/2012 §42228.00
"& F51-2011-150 2011-CF-0006 Crime Laboratory Enhancenfent 10/01/2011 09/30/2012 $41835.00

Y

Figure 20 - GMS Home Page Dashboard Scroll Bars

Resizable Frames: Each dashboard is surrounded by a thin frame. You can change the number of
columns or rows displayed in a dashboard by moving your pointer over the frame until it
changes to the double-sided arrow, clicking and holding the left mouse button, dragging the
frame to either side or up/down, then releasing the mouse button.

NOTE: You can re-size the width of any column by placing your pointer between columns in the
Headings Section:

}5. _ Health Care Response to Domestic Violence 07/01/2

Part-time Police Actwity | eague (PALY

Figure 21 - Resize Dashboard Column Headings

Page Navigation Tool: The Available Funding dashboard displays a tool at the bottom of the
frame which allows you to change the number of records shown per page and easily navigate to
any page. Figure 22 shows the action each button performs:
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| GeIiE] ® ¢

—
l‘;"Elg 10 2 [ (20 Pagesiza:? -

GO TO FIRST PAGE

GO TO PREVIOUS PAGE
SHOW PREVIOUS FIVE PAGE NUMBERS

GO DIRECTLY TO PAGE ...

CURRENT PAGE INDICATOR

SHOW NEXT FIVE PAGE NUMBERS

GO TO NEXT PAGE

GO TO LAST PAGE

NUMBER OF RECORDS TO DISPLAY PER PAGE
NUMBER OF PAGES
TOTAL NUMBER OF RECORDS

535 items in 27 pages

Figure 22 - Page Navigation Tool

This navigation tool is shown throughout GMS where there are many records to navigate (for
example in the Application Search and Award Search screens).

e Control the number of records displayed in the current frame by clicking on the drop-
down list beside Page Size and selecting 10, 20, or 50. The total number of records stays
the same, but the number of pages (shown in the lower right side) updates based on
how many records per page you select.

e C(Click on any of the navigation arrow boxes to move through the pages of records, or
select a specific page by clicking on the page number as shown in Figure 22.
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5.2.4.1.1 The Available Funding Dashboard

The Available Funding dashboard displays a list of funding programs (Notice of Funding Availability —
NOFAs) that you can use to apply for a grant, as shown in Figure 23.

Available Funding

View

h cicc Criminal Justice Coordination Council - 2012 6/30/2013 = {:_, Q

E CSGP Community Service Grant Program - 2012 6/30/2013 o t‘) O

b ovue Domestic Violence Unit Program - 2012 6/30/2013 E (V]
|?| Ejm 27345 E] I|;| Page size: 20 ‘: 535 items in 27 pages

Code

Figure 23 - GMS Home Page - Available Funding Dashboard

The following fields are shown in columns for each NOFA record:

View:

Code:
Title:
Deadline:
Active:

Docs:

Apply:

Click the magnifying glass icon in this column to display a popup window the basic
parameters of the funding program as shown in Figure 24, including a Summary, Start
and End Date, Grant Application Deadline Dates, and Eligibility Requirements.

H

I

Figure 24 - NOFA Basic Parameter Information Pop-up Window

A 4-letter code assigned by GOCCP to each funding opportunity.

The title of the NOFA — the name of the funding program and the funding year.

The date that all grant applications based on the NOFA must be submitted by.

The checkbox in this column indicates whether or not the NOFA is currently active. To
view only NOFA records that are active, select Active from the drop-down box directly
beneath the column heading.

A blue marble icon is shown in this field if a NOFA has supporting documentation
associated with it. Click on the icon to download and review the document.

Click on the checkmark icon in this field to create an application for a grant based on this
NOFA. Refer the section Apply for a Grant for detailed instructions.

You can sort/filter and search for records shown in this dashboard using the column headings and fields
directly below them. Refer to the section Sorting, Filtering, and Searching for Records for details.
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5.2.4.1.2 The Applications Dashboard

The Applications Dashboard contains a list of grant applications your organization has created. NOTE:

Applications that you submitted, which have been approved and awarded to your organization, are not
shown in this dashboard.

Applications

Edit App #

Project Title Start Date

000-BR-0046

2012-BA-0033

2012-BC-0001

2012-8F-0001

Part-time Police Activity League (PAL) Coordinator 07/01/2000
Juvenile Courts Victim Specialist 07/01/2012
Neighborhood Community Policing Program 07/01/2012
Neighborhood Foot Patrol Program 07/01/2012

06/30/2001
06/30/2013
06/30/2013

06/30/2013

B Refresh

(A ||

Withdrawn
Pending
Awaiting Hard Copy

Awaiting Hard Copy

Figure 25 - GMS Home Page - Applications Dashboard

The following fields are shown in columns for each Application record:

Edit:

App #:

Click the magnifying glass icon in this column to view/edit an application’s contents. You
will leave your GMS home page and be taken to the Grant Application Menu where you
can continue working on the application.

[E— Legout & @

Figure 26 - Grant Application Menu

The unique identifier code assigned to an application when you create it. The format
represents the year you applied, the funding application code and a four-digit system

Refer to the section Apply for a Grant for detailed instructions on how to use this

screen.

You can return to your home page and dashboards at any time by clicking Home on

the Navigation Menu Bar.

generated number. The application number is underlined; click on it to view summary
information about the application, as shown in Figure 27.
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App. Numbar: 2012-BC-000% ]
Requested Funds:  §1874 00000
| Match Funds: $0.00
ia.o % of Project Cost: 000 %
==, Project Dates: 07/01/2012 - 06/30/2013
20124 Title: Neighborhood Cammunity Policing Program

211 3 S — - 814 81

Figure 27 - Application Summary Popup

Project Title:  The title your organization provided for the grant application when creating it.
Start Date: The date the project will start (defined by NOFA).
End Date: The date the project will end (defined by NOFA).
Status: Shows the status of each grant application in the dashboard. Each application shown in
the dashboard will be in one of the following four statuses:
e Pending: The application is still in progress and has not yet been submitted.
e Pending Revision: The application was submitted but returned to the applicant for
revision.
e Awaiting Hardcopy: The application has been submitted electronically and the
GOCCP is currently awaiting the paper copy.

You can sort/filter and search for records shown in this dashboard using the column headings and fields
directly below them. Scrolling up/down or left/right is available to access all information provided. For
example, you can filter the list of records to only display those with a status of Awaiting Hardcopy. Refer
the section Sorting, Filtering, and Searching for Records for details.

The Applications dashboard does not show applications that have been approved and awarded as
grants. However, you can view all applications your organization has created regardless of status using
the Application Search feature of GMS.

From your GMS Home Page, select Application Search from the Grant Management menu:

i
PUPRO | award Search______;[Ee—

Figure 28 - Access the Application Search Feature

This displays the Application Search screen, which is a more detailed listing than shown in the
Applications dashboard:
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Figure 29 - Application Search Screen

You can return to your home page and dashboards at any time by clicking Home on the Navigation
Menu Bar.

5.2.4.1.3 The Grant Awards Dashboard

The Grant Awards dashboard displays a list of grants your organization has been awarded.

Grant Awards E Refresh
Edit | Grant# o Project Title Start Date End Date = Amount
| | | W -
| X  GURG-2013-1010 2012-GV-0020 Overtime Support 07/01/2012  06/30/2013 $4000000 Award Packets Pending |
5 GVRG-2013-1940 2012-GV-0021 Personnel Support 07/01/2012  06/30/2013 §84 87500 Award In Compliance
‘ j!' JABG-2008-1101  2011-JG-0003 Juvenile Drug Court 07/01/2011  06/30/2012 $13196500 Acceptance Documents Due ‘
k JINT-2009-1304 2011-)G-0022 Respondent Motification 07/01/2011  06/30/2012 §3283%00 Acceptance Documents Due

Figure 30 - GMS Home Page - Grant Awards Dashboard
The following fields are shown in columns for each Grant Award record:

Edit: Click the magnifying glass icon in this column to view/edit an award. You will leave your
GMS home page and be taken to the Grant Award Menu where you can manage the
award and perform programmatic and financial reporting.
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Grant #:

App #:

Project Title:

Start Date:
End Date:
Amount:
Status:

e bk, st e Logotl W

) Panuncy s

£ IRLEMDITING AGENCY

Figure 31 - Edit Grant Award Information

e Refer to the section Maintaining Grant Awards for detailed instructions on how to
use this screen.

e You can return to your home page and dashboards at any time by clicking Home on
the Navigation Menu Bar.

The unique identifier code assigned to a grant when it is awarded. The grant award
number is underlined; click on it to view summary information about the award.

BARM-2012-1005 I
| Awardad: $335300
| Award Reported %: 100.00 %
| Mateh: 1335300
EEER Match Reported %: 100.00%
E“I-d: Project Dates: O7/OL/201L1 - 06/3072012
= Title: Replacernent Body Armar

Grant Number:

A Ay T L ey

Figure 32 — Grant Award Summary Popup

The application number of the application that the grant award was based on. The
application number is underlined; click on it to view summary information about the
application for this grant award.

2011-84-0010

§335300

$3,35300

5000 %

07042011 - 06/30/2012

Replacement Body Armor

EARM-2013-000]

BARM-2013-0002

Figure 33 - Application Summary Popup for a Grant Award

The title of the awarded grant.

The start date of the grant award.

The end date of the grant award.

The grant funds awarded to the grant.

Shows the status of each grant award in the dashboard. Each award shown in the

dashboard will be in one of the following three statuses:

o Acceptance Documents Due: The grant has been awarded and the GOCCP is
currently awaiting the acceptance documents from your organization.

e Award in Compliance: The grant award terms are currently satisfied.
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e Award Not in Compliance: The grant award terms are currently not satisfied — often
this indicates that financial and programmatic reports are overdue.

You can sort/filter and search for records shown in this dashboard using the column headings and fields
directly below them. For example, you can filter the list of records to only display those with a status of
Award Not in Compliance. Refer to the section Sorting, Filtering, and Searching for Records for details.

The Grant Awards dashboard does not show awards that have been closed, or are in a status other than
the three described above. However, you can view all awards your organization has received regardless
of status by using the Award Search feature of the GMS.

From your GMS Home Page, select Award Search from the Grant Management menu:

GOVERNOR'S OFFICE OF

ONTROL &

Avallable Fuie...y s

Figure 34 - Access the Award Search Feature

This displays the Award Search screen, which is a more detailed listing than shown in the Grant Awards
dashboard:

i i et ot

Figure 35 - Award Search Screen

You can return to your home page and dashboards at any time by clicking Home on the Navigation
Menu Bar.

5.3 Sorting, Filtering, and Searching for Records

The screens, as well as the columns available to you, will vary based on your permissions as a GMS user,
but the procedures described in this section work the same way in every area of GMS that presents a list
of records, including the Home Page dashboards and the Application and Award Search screens.

The Award Search screen is used for the examples in this section. GOCCP personnel can use this screen
to search for all grants awarded through the agency, while external organizations (sub-recipients) will
see only grants that have been awarded to their organization.
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Figure 36 - Sorting, Filtering, and Searching using the Award Search Screen
5.3.1 Sorting Records in GMS

Record lists can be sorted by a column in ascending order (A at the top, Z at the bottom), descending
order (Z at the top, A at the bottom) or not at all. If a scrollbar is present at the bottom or to the right,
there are additional items to select from.

When a list is sorted by a column, a small white arrow is displayed to the right of the column heading
text.

e If the arrow points upward, the list is sorted by the values in this column in ascending order.

e If the arrow points downward, the list is sorted by the values in this column in descending order.

e If thereis no arrow beside the column heading text, the list is not sorted by the values in this
column.

Edit

Figure 37 - Click Column Heading Text to Sort

If a listing of records in GMS is sorted by default, the arrow right is displayed immediately when you first
access the screen. In Figure 37 the grant awards list is sorted by Grant Number, in ascending order, by
default.

To sort your list by a specific column:
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1. Move your pointer directly over the text description in the column heading until it changes into
the hand shape.

2. Click the left mouse button.

3. Click again to change the sort order from ascending to descending, and once again to remove
the column from sorting.

By clicking on the text description in a column heading repeatedly, you can cycle through sorting your
list by that column in ascending order, descending order, or not at all.

5.3.1.1 Additive Sorting

You can sort your list of records by more than one column. For example, to sort all grant awards by End
Date (most recent first), and sort those results by Status, do the following:

1. Click the End Date column heading once to sort the list in ascending order
2. Click End Date again to sort in descending order
3. Click the Status column heading once to sort in ascending order

Notice in Figure 32 the descending arrow beside the End Date column heading and the ascending arrow
beside the Status column heading.

Refrest
Project Director

| (=153 | | [ en - b -
hene Interdiction 01/01/2012 11/30/2013 Hitchner, Kristen $121,067.00 Baltimore City Melvin, Sharron Award In Compliance
brehensive Violence Prosecution 07/01/2012 06/30/2013 Soloman, Gregg $1959,19500 Baltimore City Melvin, Sharron Acceptance Documents Due
bted Patrols/Public Awareness 08/01/2012 06/30/2013 Wilson, Woedland 3000000 Baktimore County  Eaddy, Latonya Acceptance Documents Due
o Victim Advocate 07/01/2012 06/30/2013 Widgeon, Pamela $17,50000 Baktimere City Melvin, Sharron Award In Compliance
hg 10-11-12 07/01/2012 06/30/2013 Bell, Veronica $11.00  Frederick Cessar. Olga Award In Compliance
hg 10-15-12 07/01/2012 06/30/2013 Bell, Veronica 100 Frederick Carpintieri, Anges Award In Compliance
hg 10-1-12 07/01/2012 06/30/2013 Bell, Veronica $100.00  Frederick Firley, Michsel Award In Compliance
nce Preventian Initiative 07/01/2011 06/30/201 Cohen Fvan $13797500 Baltimore County Faddv |atonva Award [n Campoliance

Figure 38 - Grant Award List Sorted by End Date (Descending) and Status (Ascending)

The result is a list of all the grant awards sorted by end date, where all the awards with the same end
date are sorted by status.

5.3.1.2 Reordering Columns

At times you may wish to see one column beside another to make viewing pertinent information easier.
Using the example from Figure 38, to move the Status column in front of the End Date column:

1. Move your pointer into the heading of the Status column until your pointer changes to the 4-
way directional arrow.

Refresh

Drag to group or reorder

- [AIl]

Award In Compliance

2. When your pointer changes to this shape, click and hold your mouse button down.
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3. Dragthe column to its desired location until you see the text popup that says Drop Here To
Reorder.

Start Date

End Date ~

ks

rop here to reorder i’
01/01/2012 11/30/2013 Hitchner, Kriste
07/01/2012 06/30/2013 Soloman, Greg

4. Release the mouse button. The column will appear in the new location.

ite
| =
12
12
12

12

Status « End Date ~ Projeq
0 L] ]
Award In Compliance 11/30/2013 Hitchr
Acceptance Dacuments Due 06/30/2013 Solo

Acceptance Documents Due 06/30/2013 Wilsol
Award In Compliance 06/30/2013 Widgs

It's important to note that by re-ordering columns, you have not changed how the list was sorted. In this
example, the list was sorted first by End Date, then by Status. Even though the Status column was

moved in front of the End Date column, the list is still sorted first by the End Date, then within those

results, by Status.

5.3.1.3 Cleari

Additive (multi-column) sorting in GMS is a powerful tool that can help you view data exactly the way
you want, and it can also produce complex results.

If the results of a multi-column sort don’t display the anticipated data, look at all the column headings
and make sure only the columns you wish to sort by contain an ascending or descending arrow beside

ng the Sort

the heading text.

e If you sort by a column, the records will continue to be sorted by that column until you clear it
by clicking on the heading text until the sort arrow disappears.
e For example, from the sort shown in Figure 37 above, the Grant Award Search screen is

automatically sorted ascending by Grant#. By not clearing Grant# as a sort column first, the
actual result of that sort would be the list of records sorted first by Grant#, then End Date, then
Status as shown below — instead of just End Date then Status.

SBSE0IZ 1521

j0i2fipogy  OFFe el the Suate's Artomey for Batimare

City

MZ-BA-0034  Fredenck City

ity

013RA-0030  Frederick City

Office of the State’s Atomey for Baltimare
L«

Baltimere County Polce Department

Frederck City Police Depatment

Police Department Frederick County Board of Education

ZIZ-BAQOIE  Frederick City
MITBLOME  Frederick City

ZNZEAGNRL  Frederick City

Pelice Depa Frederick City Police Department

Police Depatment Frederick Ccunty Board of Education

Bolice Copatment

Frederick County Cepartment of Social

Project Tithe

Camprehansve Viclence Prosecution

Targeted Patrob/Fuble Anareress

Teiting 10-4-13

Testing 10-1-13

07012012
06/01/2012
07/02/2012
OTALE0L2
TAL012
070172012

07/01/2012

mpliance

Award In Campliance

Award bn Compliance

ford Iy Complinnes

T b

II0I3

IR0

OIS

053072013

0BA0I0IE
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5.3.2 Filtering and Searching for Records in GMS

In addition to sorting, you can use filtering to find specific records or to narrow the list down based on
criteria that you can type in or select from a drop-down list.

Any columns that you can use to filter your list have a white text box directly below the column heading.
Boxes that have an arrow in them are drop-down lists with specific values in them that you can select.

5.3.2.1 Filtering by Selecting Values from a Drop-down List

For example, if you want to see all grant awards in your list which have a status of Acceptance
Documents Due:

1. Click on the arrow on the drop-down box under the Status column heading.
2. Click on Acceptance Documents Due in the list.

«| [ =
[An %

T MNew Grant

- Award Packets Pending

|- Angeell Acceptance Documents Due

Lisa | Award Cancelled
Under Audit
hael | Award In Compliance
Award Not In Compliance
inda | [n Collection

Award Closed

This has filtered the list so that now the only records displayed are those that have a status of
Acceptance Documents Due:

Project Title End Date ~ Project Director

‘ | | | Acceptance Documents Cv | | | I
Comprehensive Violence Prosecution 07/01/2012 Acceptance Documents Due 06/30/2013 Solomon, Gregg

Targeted Patrols/Public Awareness 08/01/2012 Acceptance Documents Due 06/30/2013 Wilson, Woodland

Figure 39 - Grant Award Records Filtered by Status

Important: Note that the results of the filter shown in Figure 39 are still being sorted by the End Date
and Status columns as shown in the previous example (Figure 38). This is another example of additive
sorting and filtering — the records were originally sorted by End Date, then Status and lastly filtered to
show only one status.

5.3.2.2 Filtering using Dates

Filtering by Date is a two step process. For example, to see all grants that were awarded that end on or
after January 1% 2013:

1. Type 1/1/2013 into the date box below the End Date column heading, or alternatively choose
the date by clicking on the calendar icon, navigating to the month and year, and selecting the
day.
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End Date Project Director

January 2013

1

2| & 7 [Foesday, January 0L, 201.3
3 13 14 15 16 17 18 19
4|20 21 22 23 24 25 26
527 22 29 30 31 1 2
63 4 5 6 7 8 9

te End Date Project Dire|
i 1o [al [
NoFilter | =
L2 EqualTo pronici
NotEqualTo
k2 . eronig
GreaterThan
L2 LessThan Eronic;
i} GreaterThanOrEqualTo ronic|
ha LessThanOrEqualﬁ‘% Lroic
IsNull
L2 NetisMull Eronic;
12 06/30/2013 Dine, Kim

This has filtered the list so that now the only records displayed are those that have an End Date of
1/1/2013 or later.

| [ | | | ] [rorvzos | ol
BARM-013-0300  2012-BAO03I  Frederick City Poice Depariment Frederick City Palkce Depuastment Testing 10:1:12 v3 07/01/2012 06/30/2013
BCFL03180]  Z002:61000 E’z*“ the Saty’s Attomay or Béliriaos ?i':f“""‘ State's Miomey for Baltimone . seshensive Vicknce Prosscution L2 0603
SEARGULIINND  JMALCS0002  Balumone County, Mardand Samimare Coumty Police nce Initate OROLR01L DRS00
CVUEDIEI0N  ZZOVODM  Bahimors County, Marland Balrimare Coventy Police Department Pratective rder Entry/Service 7T 08/30/2003
DVUP-2013-1124  Z0RZ.OV-DOO?  Baltimore Pob Pratective Orcder Entry/Service /L2012 06/30/2013
EIE-20L- 1002 200000185 ?l":‘xr of the State’s Attorney for Balimere: :)I:.:cr al the Sate's Mtamey for Ballimare Cell Phone Interdection T ] T t]
GVRG-J043-1002  HDLS-GVDO04 Baltimsane County, Mardand Baimore County State's Atoroey's Office  Praserution Suppant Pl 063072013
i i PR ?"r:oee{ms-.m"mm{y Batimere (:);-u o the State's Aomey forBalimore p FRE et 06
CYRG-2003-1910  2QU2-GN-000  Balbesare County, Mangland Balimare County Pokice Department Cnvertine Suppart ofL012 O6/30:2013
GRGMNII0N  JNIGV0ZL  Balbmons Polee Department Semmare Fale Deosrtment Persannel Suppart o0 0873072018

s Loz

Figure 40 - Grant Award Records Filtered by End Date

To clear filter data from Date fields, you don't need to remove the date you typed in - just click on the

filter icon and select No Filter.

™ NofFilter I [—
EqualTe gron|
NotEqualTo
pron
GreaterThan
LessThan Fron
GreaterThanOrEqualTe pron
LessThanOrEqualTo
pron
IsNull
NotlsNull pron
o ———————

30



5.3.2.3 Partial and Full Match Searching/Filtering

Any columns that you can use to search/filter your list have an empty white text box directly below the
column heading.

e You can enter a full text string so that the resulting list contains only those records that contain
the exact string in that column, or

e You can enter just a few characters so all records that contain those characters in that field will
be displayed.

For example, if you are searching for a specific grant award and you don’t know the Grant # but you
know that the Project Title contains the word Advocacy, you can narrow the list of records as follows:

1. Type the word Advocacy into the text box beneath the Project Title column heading.

Project Title

‘Advocacy | |
Replacement Body Armor 07/01)
Body Armor Replacement 07/0%
GOCCP Body Armor Project 07/01)
GOCCP Body Armor Project 2 {2 Awards

2. Press the Enter key to perform the search/filter.

This has filtered the list so that now the only records displayed are those that have the word Advocacy in
the Project Title.

Implementing Agency Project Title Start Dat«

| | |Ad\-'0cacy | | |
Baltl_more County Department of Social Child Advocacy Center % 02/01/201
Services
S;‘;F;ce of the State’s Attomey for Baltimore Domestic Violence Advocacy & Support 05/01/200
gf;ce CliiE S ey o e Domestic Viclence Advocacy & Support 10/01/200
Office of the State's Attorney for Baltimore  Domestic Violence Advocacy, Prosecution, o

. 02/01/201
City and Support

Figure 41 - Grant Awards Filtered with Partial Match

NOTE: To clear a search, you must delete the text you typed into the filter field and press the Enter key.
The resulting list will no longer be filtered by the text only AFTER THE ENTER KEY IS PRESSED.

5.3.3 Combining Sorting and Filtering

The following example illustrates combining sorting and filtering to produce exact search results. To see
a list of Grant Award records, sorted by End Date (most recent first) for which the Implementing Agency
contains Baltimore, the Project Title contains the word Armor, and the award End Date is on or after
1/1/2006, you would do the following:

1. Click on the Grant # column heading TWICE (by default, the list is sorted ascending by Grant # so
you must click the heading twice to remove sorting by this column).
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Type Baltimore into the text box below the Implementing Agency column heading.

Press the Enter Key.

Type Armor into the text box below the Project Title column heading.

Press the Enter Key

Type 1/1/2006 into the text box below the End Date column heading.

Click on the filter icon beside the calendar icon and select GreaterThanOrEqualTo.

Click on the End Date column heading TWICE (first click makes the sort Ascending, second makes
it Descending).

PN~ WN

GOVERNOR’S OFFICE OF

ND  CRIME CONTROL & PREVENTION

Home | Grant Management | Address Book ‘ Admin ‘ Logout |

rant Management > Award Search

Edit Reports Grant# Applicant Agency Implementing Agency Praject Title E 4 Date ~
\ N | | \ (v [ ]
o BARM-2012-1719  2011-BA-0012  Bakimore County, Maryland Baltimore County Police Department Body Armer Replacemant 07/01/2011 06/20/2012 W
5 BARM-2012-1005  2011-BA-0010  Baltimore County, Maryland Baltimore County Sheriff's Office Replacement Body Armor 07/01/2011 06/30/2012 Br
5 BARM-2006-1013  2005-BA-0013  Baktimore Police Department Baltimore Police Department ?;::i :r’"”::?‘” Baltimare Police 07/01/2005 06/30/2006 MaH
Ik

Figure 42 - Grant Award List - Multicolumn Filter and Sort
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6 Funding Management (Accessibility based on permissions)

6.1 Introduction

The Funding Management process makes Federal and State dollars awarded to GOCCP available in the
GOCCP GMS for specific programs and/or projects throughout the State of Maryland. GOCCP
traditionally initiated funding in the form of Notice of Funding Availability documents. While NOFAs will
still exist, they will be preceded by a GFD (Grant Funding Distribution) which will allocate the funding for
each relative NOFA.

GFDs are made available to sub-recipients in the Available Funding Dashboard of the GMS home screen,
which will provide parameters of the available funds. Each GFD has a NOFA document attached to it
that sub-recipients can view for details and application requirements.

6.2 Funding Programs

6.2.1 Create a Funding Program

Creating a new Funding Program is the first step to creating a record of monies administered by GOCCP.
6.2.1.1 Add a New Funding Program Record

1. From the Funding Programs list, click on the Add new record link in the upper left hand corner of
the Funding program process area, above the column headers.

Add new record

Edit

ra ASPL After school Program In

Upon clicking Add new record, a data entry screen appears:
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Welcome bock.tar! Logout {f @ |
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123 45 [
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Figure 43 - Create New Funding Program — Initial Data Entry Screen
2. Complete each field in the initial data entry screen for the new Funding Program as follows:

e Grant Code — Internally defined Grant code (Required)

e  Program Title — Name of the Program (Required)

e Funding Agency —Selected from a drop-down list (Required)

e Funding Sub-agency — Selected from a drop-down list

e CFDA — Numeric code or “State”

o CFDA Description — Free format description

e SubObj — State category code

e Active — Check box; click on the box for active, click again on the box for not active (box
will be blank); default has box checked for Active Program.

e GOCCP Only — Check box, default is empty; click on the box if program is GOCCP only (in-
house funds not visible externally)

e Funding Code — Either 1 — State; 3 — Special; 5 - Federal; or 9- Reimbursable

e App Code — Internally created Application Code

e Programmatic Reporting Frequency — Select either Monthly (default), Quarterly, Semi-
Annually or Annually from the drop-down menu

e Financial Reporting Frequency — Select either Monthly (default), Quarterly, Semi-
Annually or Annually from the drop-down menu

e Notes — Text box for data entry

3. Click the checkmark icon located in the lower right hand corner of the Data Entry screen to save
the Funding Program.
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Press the X to cancel — you will lose any information you entered for the new program if you
cancel.

Note: At a minimum, you must supply a Grant Code, Application Code, Program Title and
Funding Agency in order to Save the new Funding Program.

4. Upon saving the new Funding Program, you are returned to the Funding Program screen.

Note: This completes the initial creation of the new Funding Program. In order to complete it
and make it available to the GFD creation process, you must provide the following detailed
program information:

e Contacts

e Special Conditions

o Performance Measures
e Progress Reports

e Federal Purpose

e Activity Log

e Documents

To begin, locate the new Funding Program record in the list and click the View icon associated
with it. The Program Menu appears to the left of the screen, and the process area corresponding
to the Contacts menu item appears in the right pane of the screen.

6.2.1.2 Add Contacts to a Funding Program (Based on assigned permissions)

1. Add Contacts to the new Funding Program Contacts link by clicking Contacts in the Program
Menu. All of the appropriate Contact Titles that can be used for the Funding Program appear in
the process area. Contact Titles appear for GOCCP representatives and Federal representatives.

G
]

Home | Grant Management ] Funding Management Address Book Reports Admin Logout

Funding Management = Funding Programs

Code: Mame: Status:
After Schaol Program Initiative Finalized

Budget Federal Agency Fiscal Contact [Sedect One] ra
Special Conditions Federal Agency Program Manager [Select One] i
Parformance Measures GOCCP Drawdewns [Sebect One] ’
Progress Reports GOCCP Fiscal Speciafist [Select One] #
GOCCP Funding Chiel |Select One] ”
Federal Purpose .
i GOCCP Funding Manager [Select One] o
ity 1og GOCCP Grants Administrator [Select One] P
Documents
[oe] [ef 1o (8] Pagesues0 - T

Figure 44 - Add Contacts to a Funding Program

2. Click on the pencil icon (Edit) to add the appropriate Contact by Title to the new Funding
Program.
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ging Maragement > Funding Programs

Fode: Name: Project Status:

After School Program Initiative Finalized

| Program Menu

Federal Agency Fiscal Contact Ask.OCFD, Financial Officer (BO) 458-0786 Ak OCFODusdojgov
| Federal Agency Program Manager [Select One]

Special Conditions GOCCP Drawdowns [Sel=ct One]

GOCCP Fiscal Specialist [Select One]

GOCCP Funding Chief [Salect One]

GOCCP Funding Manager [Select Cne]

GOCCP Grants Administrator [Select One]

Performance Measures

Activity Log

e Contacts for a given title are pre-designated in the system by roles and are provided in a

drop-down menu.

e Only one Contact can be added for each title and not all titles need to have a Contact

assigned.

3. Click the arrow on the drop-down list and click on a contact to select it. Then save the contact by

clicking on the checkmark icon in the lower right hand corner of the Contact Title section.

T

Contact Role Contact Phone Number Email Edit
Federal Agency Fiscal Contact Ask.OCFO, Financial Officer {B0Q) 458-0786 Ask OCFO@usdoj.gov v
Federal Agency Program Manager [Select One] rd
Edit details for Program Contact: Federal Agency Program Manag

Contact: [Select Onel - Select contact from list ]

| Garry, Eireen.M - :‘@

| Gleaves, Lani

GOCCP Drawdow Grisfer, Fraderick elect One] ra
GOCCP Fiscal Sp¢ Hagy, David W % | [Selzct One] ( Click checkmark to save r s
GOCCP Funding | Handy, Rudelle [Select One] ¥
GOCCP Funding | 1" Rick [Select One]

Laporte, Gerald

Laan: AMan |

GOCCP Grants A{ = [Select Ore]

», BN

Figure 45 - Select a Contact to Assign to Funding Program
4. Repeat steps 1 through 3 for each required contact for the Funding Program.
6.2.1.3 Add Special Conditions to a Funding Program

The Special Conditions screen is used to define requirements set by the Funding Source in order to
utilize the monies from the Funding Program.

1. Click Special Conditions in the Program Menu to the left of the screen.
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[ R R R
Home \ Grant Management Funding Management Address Book Reports Admin Logout
Funding > Funding Programs

B | Pragram Menu Code: Name: Status:

ASPI After School Program Initiative Finalized -

Search
Help Text Here:

Contacts

a0z Zwawo-n

Budget
Special Conditions

Available Special Condition: Selected Special Condition:

( i ipti inti Ordin P .
Performance Measures Ordinal  Shart Description  Lang Description Ordinal  gport Description  Long Description

A — —
Federal Purpose Mo records to display.
Activity Log

Documents

Final year of
3 funding (available
for all programs)

The sub-recipient is reminded that this awar
FINAL year of funding for this project.

Only year of
4 funding (availsble
forall programs)

The sub-recipient is reminded that this awar
ONLY year of funding for this project.

Receipts and/or back-up documentation refl
expenditures must be submitted with each q
Funds and Financial Report form. Reimburse:
sub-recipients will not exceed actual costs.

Receipts
5 Requirement -
General

Receipts and/or back-up documentation reflecting actual

Receipts Required - expenditures for the budget category(s) noted below must be

Speciic - Shemy | Subitted vith sach quertery Request for Funds snd Finsncial

3 Report form. Reimb: 5 o sub-i s will not exceed
e
[](<]1]2 3 [2][] Pagesie:[50 ~| 133itemsin3 pages | [K][<[1][>][5] Pagesie[50 -] Ditemsin1 pages

Figure 46 - Add Special Conditions to a Funding Program

e The Available Special Conditions pane provides a complete list of special conditions in
the GMS database. Special Conditions not already in the database must be added to
GMS using the Admin -> Reporting Requirements tool in order to appear here.

e The Selected Special Conditions pane is a list of special conditions that apply to this
funding program.

To add a Special Condition to the Selected pane:

1. Locate the Special Condition you wish to select for this funding program. Refer to the section
Sorting, Filtering, and Searching for Records for tips on filtering and searching the list.

2. Left click on the Special Condition and hold the mouse button down.

Drag it over to the Selected Special Condition Pane.

4. When you see a dotted line appear beneath the header row, release the mouse button to drop
the record into the list.

5. Repeat steps 1 through 4 for each Special Condition you wish to select for this funding program.

w

6.2.1.4 Add Performance Measures to a Funding Program

The Performance Measures screen is used to define questions the sub-recipient will answer while
utilizing monies from the Funding Program.

1. Click Performance Measures in the Program Menu to the left of the screen.
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[ R R R
Home \ Grant Management Funding Management Address Book Reports Admin Logout
Funding > Funding Programs
Code: Name: Status:
Aspl After School Program Initiative Finalized -

Search

Help Text Here:

Contacts

Available Performance Measure:

Selected Performance Measure:

Budget
Spegial Conditions
Ordinal ipti
| performance measures RIS L

Progress Reports l:l
Federal Purpose VOWRS5S -
Activity Log 0 Warrants

Attempted

Documents
Recovery 02 - Jobs
0 Restored (Must be
PME2)

Recovery 03 - Jobs
0 Created (Must be
PME3)

0 VOWR 04 - OT Used
VOWR05 -
Warrants Served

VOWR 06 - VPT
Warrants
VOWRO8 -
Additional Arrests

Bt
klf<]1]z 245 .

Ik

B eagesim[ -]

Long Description

How many warrants were attempted to be served during this
reporting period?

How many jobs (report TOTAL HOURS WORKED during the
reporting period for applicable employees) that were eliminated
within the last 12 months were reinstated with funding (from this
award) during this reporting period?

How many jobs (report TOTAL HOURS WORKED during the
reporting period for applicable employees) were created with
funding (from this award) during this reporting period?

How many overtime hours were spent on warrant reduction
during this reporting period?

How many warrants were served during this reporting period?

How many VPl warrants were served during this reporting period?

How many additional arrests were made during the reporting
period a a result of this warrant initiative?

How many jobs (report TOTAL HOURS WORKED during the -l

445 items in 9 pages

Ordinal  ghort Description

[ ]

Youth Prevention -
1 number of days
program provided

Youth Prevention -

2 volunteer hours
. Youth Prevention -
number of staff
. Youth Prevention -
paid staff hours
Youth Prevention -
5 Core students
enrolled
Youth Prevention -
6 Core students who
left
Youth Prevention -
7 average number of

hours

Youth Prevention -

B roeeels -]

Long Description
Mumber of days the after school program was actually provided
during the quarter,

Volunteer hours involved in the youth prevention effort.
Mumber of Staff.

Paid staff hours involved in the youth prevention effort.

Mumber of new core students who enrolled during the quarter.

Number of core students who Ieft the program during the
quarter,

Average number of hours the program ran per day

=

12itemsin 1 pages

Figure 47 - Add Performance Measures to a Funding Program

e The Available Performance Measures pane provides a complete list of performance
measures in the GMS database. Performance Measures not already in the database
must be added to GMS using the Admin -> Reporting Requirements tool in order to

appear here.

e The Selected Performance Measures pane is a list of performance measures that apply
to this funding program.

To add a Performance Measure to the Selected pane:

1.

w

Locate the Performance Measure record you wish to select for this funding program. Refer to
the section Sorting, Filtering, and Searching for Records for tips on filtering and searching the

list.

Left click on the record and hold the mouse button down.
Drag it over to the Selected Performance Measure Pane.
When you see a dotted line appear beneath the header row, release the mouse button to drop

the record into the list.

Repeat steps 1 through 4 for each Performance Measure you wish to select for this funding

program.

6.2.1.5 Add Progress Report Questions to a Funding Program

Adding Progress Report Questions is similar to the processes of adding Performance Measures or Special
Conditions to a Funding Program.

1. Click Progress Reports in the Program Menu to the left of the screen.
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Home | GrantManagement Funding Management Address Book Reports Admin Logout

Funding = Funding Programs

B | Pragram Menu Code: Name: Status:

ASPI After School Program Initiative Finalized

Search
Help Text Here:

Contacts

a0z Zwawo-n

Budget Selected Progress Report Question:

Available Progress Report Question:

Special Conditions
Ordinal  Gport Description  Long Description Ordinal  Short Description  Long Description

[ ]

BARM/BPVP Currently, what is your agency's anticipation for body armor = |Na records to display.
Activity Log Anticipated Need  request for the next grant year?

Performance Measures

Federal Purpose

Documents

Please list any successes and/or best practices deve

Best Practices this GOCCP funded program.

For payments made during the reporting period, pr
following Vendor Information (one line per vendor)

DUNS number or Vendor Mame and HQ Zip Code, 2

Product Category and/or Service Description, and 3

paid to Vendor. Separate information with a comma. Example:
Vendor A DUNS, Mobile Data Terminals and related accessories,
535,000 Vendor B DUNS, Installation Services/Tech Support,
53,500 Vendor C Name -Zip Code, Training Services, 59,546 The
equipment/services dollar amounts you report must match your
quarterly financials (non-contractual personnel excluded)

heleillio] raeseefo <]

Recovery
Procurement

21 items in1 pages

(el pagesie[s0 -] Br e

Figure 48 - Add Progress Report Questions to a Funding Program

e The Available Progress Report Questions pane provides a complete list of progress

report questions measures in the GMS database. Progress report questions not already
in the database must be added to GMS using the Admin -> Reporting Requirements tool

in order to appear here.

e The Selected Progress Report Questions pane is a list of progress report questions that

apply to this funding program.

To add a Progress Report Question to the Selected pane:

1. Locate the Progress Report Questions record you wish to select for this funding program. Refer

to the section Sorting, Filtering, and Searching for Records for tips on filtering and searching
the list.

2. Left click on the record and hold the mouse button down.

Drag it over to the Selected Progress Report Questions Pane.

w

4. When you see a dotted line appear beneath the header row, release the mouse button to drop

the record into the list.

5. Repeat steps 1 through 4 for each Progress Report Question you wish to select for this funding

program.
6.2.1.6 Add Federal Purpose Area(s) to a Funding Program

Adding Federal Purpose Area(s) is similar to the processes of adding Performance Measures, Special
Conditions or Progress Report Questions to a Funding Program.

1. Click Federal Purpose in the Program Menu to the left of the screen.
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Home \ Grant Management Funding Management Address Book Reports Admin Logout
Funding > Funding Programs

B | Pragram Menu Code: Name: Status:
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Search
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Documents
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prevent,identify &respond to violent crimes against women
incldng sex! assault & domestic violence.
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commnictn, systems (IT links b/police, prosecutors & crts) ¢
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Formula - Planning & Administration

Law Enforcement - Develop/enlarg gthen victim
sves.programs, develop/improve delivery of sves. to underserved

L Ole populations, provide specialized domestic violence court
advocates in the courts.
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Figure 49 - Add Federal Purposes to a Funding Program

e The Available Federal Purpose Areas pane provides a complete list of federal purpose
areas in the GMS database. Federal purpose areas not already in the database must be
added to GMS using the Admin -> Reporting Requirements tool in order to appear here.

e The Selected Federal Purpose Areas pane is a list of federal purpose areas that apply to
this funding program.

To add a Federal Purpose Area to the Selected pane:

1. Locate the Federal Purpose Area record you wish to select for this funding program. Refer to the
section Sorting, Filtering, and Searching for Records for tips on filtering and searching the list.

2. Leftclick on the record and hold the mouse button down.

Drag it over to the Selected Federal Purpose Areas Pane.

4. When you see a dotted line appear beneath the header row, release the mouse button to drop
the record into the list.

5. Repeat steps 1 through 4 for each Federal Purpose Area you wish to select for this funding
program.

w

6.2.1.7 Add an Activity Log entry to a Funding Program

Activity Log entries can be added to a Funding Program to keep track of administrative actions that
occur.

1. Click Activity Log in the Program Menu to the left of the screen.
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Figure 50 - Add Activity Log Entry to Funding Program
6.2.1.8 Add Documents to a Funding Program
Use this screen to attach supporting documents to a funding program.
1. Click Documents in the Program Menu to the left of the screen.
e
D
Home | GrantManagement | Funding Management | AddressBook | Reports Admin Logout |
Funding Management = Fundng Programs
B Prograrn Menu L3 Code: Mame: Status:
ASPT After School Program Initistive Finalized i

Search

A d

Document Hame Document  Date Created «

Contacts

2mE 3wsmo

Modilied Date
Budget

Spedal Conditions Clessfication: [Select One] %

Performance Measures e | Description:
Progress Reports Ll L cSeled.

Federal Purpose Expiraticn Date:
Activity Log

[

Me records to display.

Ditems in1 pages

Figure 51 - Add Documents to Funding Program

Click the Add New Record icon to display the data entry screen.

Select a classification for the document from the Classification drop-down list.

Type a descriptive name for the document in the Document Name field.

Click the Select button beside the Document field. This brings up a standard dialog box that

allows you to search for the document on your hard disk and select it.

6. If applicable, click the calendar icon next to the Expiration Date field and choose a date by
clicking on it

7. Type a description into the Description field.

ukwnN
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8. Click the checkmark icon to the lower left of the screen to upload and save the document to the
Funding Program. If you click on the cancel icon (X), the document will not be uploaded or saved

and you’ll be returned to the previous screen.
6.2.2 View Funding Programs

Place the cursor over the Funding Management menu item, then select Funding Programs from the

drop-down list to Add, View, Edit, Delete and Search Funding Programs. The system displays the current

list of all Funding Programs (by default initially displays only Active programs).

Grant Management Funding Management Address Book |

Funding Programs

Available Funding l Z"F';’ing Year
£

Code » Deadline

Note: You must have appropriate system permissions to Add, Edit or Delete Funding Programs.

All funding programs are displayed in the process area as shown below:

D R D b,
Home ‘ ‘Grant M, Funding M Address Book Reports Admin Logout
Funding > Funding Programs
Refresh
GrantCode «  Program Title Funding Subagency CFDA Application Code
[ I | - L] AL e -

& asp After School Program Initiative Temp Vslue Temp Value State 01 - State 45 = ¥ x o=
#  BARM Body Armor for Local Law Enforcement Temp Value Temp Value State 01 - State BA F ¥ x®

#  BCCP Baltimore City Community Policing Temp Value Temp Value State 01 - State BC = x x

4  BCH Baltimore City Firearm Investigation Violence Prev Temp Value Temp Value State 09 - Reimbursable 8l F 5 x

s BCFP Baltimore City Foot Patrol Temp Value Temp Value State 01 - State BF = E x

£ BCVC Baltimore City Viclent Crime Control Grant Temp Value Temp Value State 01 - State BY F lq x

. Bureau of Justice 5

4 BIAG Byme - Justice Assistance Grant (JAG) Program  Office of Justice Pragrams (0JP) Assistance (BIA) 16.738 05 - Federal 8l = & x

. Bureau of Justice 5

- . g c o

£ BIAS Byme - Justice Assistance Grant (JAG-SUPP) Office of Justice Programs (QJP) Assistance (BIA) 16.738 05 - Federal BS F > x®

. N Bureau of Justice 5

#  BINT BINT - Interest for BIAG Sub-awards Office of Justice Programs (OJP) Assistanee (BIA) 16.738 05 - Federal BN =) )i ®

. Bureau of Justice 5

4  BRA Byme Justice Recovery Act Office of Justice Programs (OJP) Assistance (BIA) 16.803 05 - Federal 88 ~ X x®

. Bureau of Justice 5

7 RV Bullet Proof Vest Program Office of Justice Programs (OJP) Assistance (BIA) 16607 05 - Federal 8P = 5 x

4 BRIN BRIN - Interest for BIRA Sub-awards Temp Value Temp Value 16.803 05 - Federal 8T ~ X x®

. N Bureau of Justice 5

#  BYRN Byme Memorial Formula Grant Program Office of Justice Programs (OJP) Assistance (B4) 16579 05 - Federal BR = X x

£ CACS Child Advocacy Centers Temp Value Temp Value State 01 - State CH i & *x =

(][« 1]z 3[2][(>] Pagesize[s0 ~] 125 items in 3 pages

Figure 52 - Funding Management -> View Funding Program List

Each Funding Program is displayed on a separate row, and is uniquely identified by a Grant Code.
Information about each program is displayed in the following columns:

e Grant Code — GOCCP assigned Code

e Program Title — User created Program Title

e Funding Agency — Valid list of Funding Agencies

e Funding Sub-agency - Federal Bureau or Agency charged with the direct oversight of specific
funding source(s)
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e  CFDA - Catalog of Federal Domestic Assistance is a numeric code identifying Federal funds
(required for audits), if not numeric it will have “State,” which identifies the funding as State not
Federal

e Funding Code — Identifies the source of the appropriation

e Application Code — Two letter code that specifically identifies what program the applicant is
applying for

e Active/Inactive Box

Each program has three icons associated with it, shown in the following columns:

e Edit (Pencil) - Click to edit the high-level details of the Funding Program
e View (Magnifying Glass) — Click to open the Program menu; from here you can edit individual
items for a Funding Program (modify Budget items, assign Special Conditions, etc.)
e Delete (X icon) - Click to delete the Funding Program record
6.2.3 Edit a Funding Program

Click on the Edit icon for a Funding Program to edit the high-level details for the program. Make any
required edits, and then click on the checkmark icon to save the edits, or the X icon to cancel the editing
process.

Welcome back, superadmin! Laggug'(ﬁ‘ ?

CE OF

NTROL & PREVENTION
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Edit detals for Program: After School Program Initiative

Grant Code: [aser GOCCP Only%: r
Program Title: |After Schoal Program Inisative Funding Code: 0L - Seate =
Funding Agency: Temp Value - Application Code: A5 _"
Funding Subagency: [Select One] - Pragrammatic Reperting Frequency: Quartery =
CFD: lSlahe Financial Reporting Freguency: Quarterly -
aryland After School Community Grant Frogram
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Motes:
SubObj: |
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itz s Bl eaesi=lso -] Fro———
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Figure 53 - Edit Funding Program
6.2.4 Delete a Funding Program

With proper system permission, you can delete a Funding Program by clicking on the X icon in the
Funding Program row.
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Figure 54 - Delete Funding Program

After clicking the X, a “Delete this Project?” confirmation message is displayed.

e C(Click the OK button to delete the Funding Program.
e If you click the Cancel button, the program is not deleted and you are returned to the Funding
Program list.

6.3 Funding Years

The life of any Funding Program may span several years, with GOCCP receiving an annual amount of
money to make available to sub-recipients applying for a grant based on that funding program.

e Once a Funding Program is established in the GMS, those annual dollars (or a portion of
them) received by GOCCP for that program must be assigned to that program in the
GMS in order to prepare a Grant Funding Distribution (GFD) that sub-recipients can

apply to.
e This is accomplished by creating a Funding Year record.

Note: You must have appropriate system permissions to Add, Edit, or Delete Funding Years.
6.3.1 Create a Funding Year

A Funding Year is applied to a specific Funding Program. If you are creating a Funding Year for a new
funding program, be sure that the new Funding Program has already been created and finalized.

6.3.1.1 Add a New Funding Year Record

1. From the Funding Year list, click on the Add new record link in the upper left hand corner of the
Funding Year process area, above the column headers.
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Figure 55 - Create New Funding Year — Initial Data Entry Screen

2. Complete each field in the initial data entry screen for the new Funding Year as follows:

FUNDING YEAR — “ADD NEW RECORD” FIELDS

Dropdown List: Select the code for the Funding Program that this Funding Year

Code will be based upon.

Year Type in the four-digit year that applies to this Funding Year record.

Type in the total amount that GOCCP has received for the funding program
selected for this Funding Year record.

Display Only: This field displays the Award Amount of this Funding Year record
Available Amount minus: 1) The amount already awarded to sub-recipients of the GFD based on
this funding year and 2) The amount reserved for administration by GOCCP.
This is a free-form text field. Enter YES, NO, or a comment if required for this
record.

Award Amount

Extensions Allowed

45



Reporting Frequency Programmatic

Select the frequency with which sub-recipients will be required to perform
Programmatic Reporting for awarded grants based on this Funding Year. The
choices are Monthly, Quarterly, Semi-Annually, and Annually.

Reporting Frequency Financial

Select the frequency with which sub-recipients will be required to perform
Financial Reporting for awarded grants based on this Funding Year. As with
programmatic reporting, the choices are Monthly, Quarterly, Semi-Annually,
and Annually.

Award Number

This is a free-form text field. Enter the Federal assigned Award Number which
is tied to the Funding Program for this Funding Year record.

Requested Amount (initial app)

Enter the amount that GOCCP originally requested for this Funding Year
record. This may or may not equal the Award Amount for this record.

Match Type

A sub-recipient may satisfy the match requirement with either CASH (e.g.,
funds contributed from private sources or State and local governments such as
a portion of someone's salary) or IN-KIND services (e.g., services or goods
donated by the applicant organization or other entities such as a volunteer or
donated food).

Select the match type from the drop-down list: Select either Cash Match, In-
Kind Match, or Both.

Match Minimum

Enter the dollar amount a sub-recipient must provide in matching funds for a
grant based on this funding year. If the match minimum amount is provided to
you as a percent of the overall funding year amount, enter that percentage in
the Match Required (%) field and the dollar amount will automatically be
added in this field.

Match Required (%)

If the match minimum amount is provided to you as a percent of the overall
funding year amount, enter that percentage in this field. The calculated dollar
amount will automatically be added to the Match Minimum field.

Active

Click the checkbox to make this Funding Year record Active.

Application Submitted

Enter the date the application for this Funding Year was submitted.

Award Received

Enter the date this Funding Year award was received.

Letter of Intent Received

Enter the date that the Letter of Intent for this Funding Year was received.

Award Accepted

Enter the date this Funding Year award was accepted.

Start Date

Enter the date of the first day that funding will be available for this Funding
Year and associated GFD.

End Date

Enter the date of the last day that funding will be available for this Funding
Year and associated GFD.

Funding Year Login

Enter the Login that GOCCP uses to access the system responsible for awarding
funds for the Funding Program used in this Funding Year record.

Funding Year Password

Enter the Password associated with the Funding Year Login in this record.

PCA

Enter the Program Cost Account (PCA) associated with this Funding Year
record. This is generally the four-digit Funding Program code associated with
this Funding Year record preceded by a “P”, for example PATFP.

Application Number

Enter the application number that the funding agency assigned to your
application for funding year dollars for the Funding Program in this record.

File Location

Choose either “Grant Manager’s Room*“, Archives A8”, “File Room 1” or “File
Room 2” from the drop-down list to select the physical location of the file for
this Funding Year record.

Admin Maximum

Enter the maximum portion (in dollars) of the Award Amount for this Funding
Year that can be allocated to GOCCP for administrative purposes. If you do not
have a dollar amount but rather a percentage, enter the percentage in the
Admin Percent field in this record; doing so will automatically populate this
field with the correct dollar amount.

Admin Percent

If the Admin Maximum amount is provided to you as a percent of the overall
funding year amount, enter that percentage in this field. The calculated dollar
amount will automatically be added to the Admin Maximum field.

Comment

This is a free-form text field. Enter any notes or comments regarding this
funding year that you would want other users to see when they view or edit
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this Funding Year record.

3. Click the checkmark icon located in the lower right hand corner of the Data Entry screen to save
the Funding Year.
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Figure 56 - Save new Funding Year record

Press the X to cancel — you will lose any information you entered for the new funding year if you
cancel.

4. Upon saving the new Funding Year, you are returned to the Funding Year screen. To find your
new record easily, filter the list by selecting the Funding Program code for the Funding Year
record you just added from the Code drop-down list.
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Figure 57 - Filter the Funding Year by Selecting a Funding Program Code
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5. After creating the new Funding Year record, you can further define the Funding Year by adding
the following types of information to it:

e Funding Source Breakdown
e Documents

e GAN

e Activity Log

e Admin Allowance (Admin Allowance is it’s own process — please refer to section 6.3.2
for detailed instructions on using Admin Allowances.)

To further define the Funding Year, click on the magnifying glass icon in the View column of the
Funding Year record you wish to add information to:
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Figure 58 - Add Detail to Funding Year

6. The Funding Year Menu and Data Entry screen is displayed. Refer to the sections immediately
following this one for instructions on adding new detailed information to a Funding Year.

e, it | rout @ @
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Figure 59 - Access the Funding Year Menu and Data Entry Screen
6.3.1.2 Add a Breakdown Record to a Funding Year

Funding years are further identified by various categories. Funding Source Breakdowns allows funds to
be designated into Street, Admin, Passthrough, or Mandated groups.
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1. Click on Breakdown in the Funding Year Menu.

rassoms Dask, Tuperaaman Lugul.ll (I)‘ ?
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Document
GAN
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Figure 60 — Access Breakdown from Funding Year Menu

Any existing Breakdown records are displayed in the Data Entry screen on the right. The
following information is displayed in columns for each record:

BREAKDOWN RECORD DISPLAY FIELDS

Edit Click the pencil icon in this column to edit an existing Breakdown record.

This field displays the category for an existing Breakdown record: Street, Admin, Pass-

Category through, or Mandate.

This field displays the percentage of the Award Amount for the Funding Year record you are

Percent - .
currently viewing that has been allocated to this breakdown record.

This field displays the total dollar amount allocated to this breakdown record of the Award

Total A t . Lo
otal Amoun Amount for the Funding Year record you are currently viewing.

This field displays the dollar amount for this breakdown record that has been allocated to a

GFD Assigned GFD.
. This field displays the dollar amount for this breakdown record that is available to be
GFD Available
allocated to a GFD.
Awarded This field displays the total dollar amount for the Funding Year you are viewing that has

been awarded to sub-recipient grants.

This field displays the total dollar amount for the Funding Year you are viewing that is

Available to A . .
vailable to Award available to be awarded for grants to sub-recipient.

Delete Click the X icon in this column to delete an existing Breakdown record.

2. Click the Add new record icon in the top left corner of the Data Entry screen.
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Figure 61 - Add New Breakdown

Record

Upon clicking Add new record, the data entry screen appears:

GOVERNOR'S OFFICE OF
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| Funding

Funding Year:
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Figure 62 - Add New Breakdown Record - Data Entry Screen

3. Complete each field in the

data entry screen for the new Breakdown record as follows:

BREAKDOWN - “ADD NEW RECORD” FIELDS

Category

Select the category for this existing Breakdown record from the drop-down menu:
Street, Admin, Pass-through, or Mandate.

Total Amount

Enter the amount in dollars of the Award Amount for this Funding Year that is to be
allocated to this Breakdown record. If you do not have a dollar amount but rather a
percentage, enter the percentage in the Percent field in this record; doing so will
automatically populate this field with the correct dollar amount.

Percent

If the Total Amount is provided to you as a percent of the overall funding year
amount, enter that percentage in this field. The calculated dollar amount will
automatically be displayed in the Total Amount field.

Fund Request Journal Entry

TBD

Fund Request Grant Number

Click in the checkbox in this column to indicate that the breakdown is GFD eligible.

Comment

This is a free-form text field. Enter any notes or comments regarding this funds
breakdown that you would want other users to see when they view or edit this
Breakdown record.
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4. Click the checkmark icon located in the lower right hand corner of the Data Entry screen to save
the new Funding Year Breakdown record.

6.3.1.3 Attach a Document to a Funding Year

You can attach relevant documentation in various forms (word processing document, spreadsheet,
email message, etc) to a Funding Year record.

1. Click on Document in the Funding Year Menu.

ot s [ogout @

| Funding

| AddressBook | Reports | Admmr‘ Logout |

Program Code: Funding Year:

Fund Request Joumal Enary:
Fund Request Grant Number:

Funding Total Funding Remaining: Award Number: PCA:

531443000 §262997.00

x|

ua.getadvantage.com/BLISGOCCP-Doc/Private Custom/ GOCCP/ FundingSource /Default aspxé

W 3144300 000 5000 $000 5000
£33 $262:387.00 G 528238520 $000 5180

* >|®

Figure 63 - Access Documents from Funding Year Menu

Any existing Document records are displayed in the Data Entry screen on the right. The following
information is displayed in columns for each record:

DOCUMENT RECORD DISPLAY FIELDS

NOTE: Documents are classified into various groups (you classify a document when you attach it to a Funding Year). All
documents in a group are displayed below a blue-shaded header row that identifies the classification.

Edit

Click the pencil icon in this field to edit the information associated with an existing document
attached to this Funding Year.

Document

When viewing Document records, this field contains a Download link, which you can click on
to download that document.

Document Name

The name assigned to the document when it was attached (not a file name).

Created This field displays the date the document was attached.

Modified This field displays the date the document record was last edited.

Modified By This field displays the user name of the person who last edited the document record.
Delete Click on the pencil in this column to delete this Document record, which will un-attach the

attached document.

2. Click the Add new record icon in the top left corner of the Data Entry screen.
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Home Grant | Funding | AddressBook | Reports | Admin | Logout |

Funding Total: Funding Remaining: Award Number: PCA:
$314.430.00 528258700 2015-C0-8K-0054.

Funding Year Menu

Search

Curemt *

Breakdoan

Document

wnlozd Budger Template TWeems Bgocep state md.us
Downlozd CFSI 2014 Application 8/5/2015 ay5/2015 TWeems @gocep statemd.us x

Downiozd P! Buaget Datail ZWeems@goccp statamd.us

Funding Requasts.
.

Downioad 2015 Socitation 8/5/2015 /572015 TWeems Bgocep statamd.us x

Figure 64 - Add New Document Record

Upon clicking Add new record, the data entry screen appears:

Home | Grant | Funding | Reports | Admin | Logout |

Furding Management = Funding Year

Program Cade: Funding Year: Funding Totak Funding Remaining: Award Number: PCA:
il 2015 $314430.00 526238700 2015-CD-8-0054 #5215
7 | Funding Year Menu + [T T,

Search

Sreakdoan ] e -

Decumant

Funding Reports ent:
Funding Requests nent Nams:

GAN
jity Log

'@Dm

v Classification: Federal Application; Count 3
Downlozd Budget Template 8/5/2015 8/5/2015
Downlozd CFS1 2014 Application 8/5/2015 8/5/2015

Figure 65 - Add New Document Record - Data Entry Screen

3. Complete each field in the data entry screen for the new Document record as follows:

Classification Click the dropdown list and select a classification for this document (General Document, etc.).
Click on the Select button beside this field to bring up a standard dialog box which allows you to
choose a document from your hard drive to attach to this Funding Year.

After selecting the file to upload, type in a descriptive name for this document in this field. The
Document Name you choose does not have to be the same name as the file you uploaded.
Enter a detailed description of the document in this field. It is a free-form text field so you can

Document

Document Name

D ipti L . .
escription make the description as detailed as you’d like.
Click on the calendar icon beside this field to choose the date this document will no longer be
Expiration Date available for viewing in this Funding Year record. Alternatively you can type the date directly into

the field.

4. Click the checkmark icon located in the lower right hand corner of the Data Entry screen to
attach the new document to this Funding Year and save the new Document record.
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6.3.1.4 Add a Grant Adjustment Notice (GAN) to a Funding Year

1. Click on GAN in the Funding Year Menu.

oo et s | oot @ P

GOVERNOR'S OFFICE OF

MARYLAND — CRIME CONTROL & PREVENTION

| Funding | AddressBook | Reports | Adn\-l“ Logout |

Funding Year: Funding Total: Funding Award Number:

2015 $314430.00 $282937.00 2015-CD-BX-0054

2 Refresh

L =

Classification:

Downlosd Sudge: Template ZWeems@goecp satemdus

IWeems@goccp statamd.us

- —— £ 9014 Benfication
ua.getadvantage.com/BLISGOOCP-Doc/Private/Custom/GOCCP/FundingSource/Default.aspx

Figure 66 — Access GAN from Funding Year Menu

Any existing GAN records are displayed in the Data Entry screen on the right. The following
information is displayed in columns for each record:

GAN RECORD DISPLAY FIELDS

This field displays the unique GAN number that was assigned to this record when it was

GAN Number added (set automatically).

Federal GAN Number This field displays the federal-assigned GAN number.

Approved Date This field displays the date this GAN record was approved.

This field displays the dollar amount of the funding amendment de-obligation / re-obligation

REOB/DEOB Amount defined in this GAN record.

Start Date This field displays the new start date (if applicable).

End Date This field displays the new end date (if applicable).

Status This field displays the status of this GAN record — New or Approved.

Last Update

This field displays the date that this GAN record was last updated — dates of prior revisions
are not displayed.

Active This field displays whether this GAN is Active or Inactive.

View Click the magnifying glass icon in this field to edit detailed information for this GAN.
Edit Click the pencil icon in this field to edit high-level information associated with this GAN.
Delete Click the X icon in this field to delete this GAN record.

2. Click the Add new record icon in the top left corner of the Data Entry screen.
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Click to Add

Home Grant Management n.niugl Reports Admin Logout
‘ new GAN ‘ ‘ |
Funding Mansgement +_Funting Year
Program Code: Fund Record Funding Remaining: Award Number: PCA:
sl $262987.00 2015-C0-BK-0054 P5215
7 | Fundeng ves tenu * 2]
HIE p— pe— ’ odified odified — :
i . — =
5 Ereskdann 2] & [ GRE) Cument >
2| Document
= Classification: 15elect Onel -
Fundih_Repors Document: i
Fundging Requests Document Name:
Activty Log
Descrption
Expiration Date; iz}
][]
Clas dersl Applicatia -
s Download Budger Template 8572015 8572015 TWeems@gocep sate md.us x
- rmned £EC1 3014 Ennfcation 8572015 8572015 ZWeems@goaczp stz md us x -
ua.getadvantage. com/BLISGOCCP-Do/ Private/Custom/GOCCP/FundingSource/Default.aspx#

Figure 67 - Add New GAN Record

Upon clicking Add new record, the data entry screen appears:

MARYTAND

GOVERNOR'S OFFICE OF

CRIME

NTROL & PREVENTION

‘Wevooms bask, superAcman Lngnlﬂ @ ?

| Funding | | Reports | Admin | Logout |
ing ¥
Program Code: Funding Year: Funding Totak Funding Remaining: Award Number: FCA:
$314.430.00 $282337.00 2015-CD-BX-0054 P5215
d [ Refresh
EBreakdown
Document GAN Number Nete: Szt automatically
Dt Approved =)
Funding Reports Last Update n3/2015
Funding Requests. Federal GAN Number
ity Log Budget Changes GAN Entry
Old Value REOE/DEOB Amount _ New Value . Fields
Funding Year $0.00 $314.430.00
Available DECB

Personnel and Date Changes

Old Value

MNew Value

Funding Manager

Start Dare | 1

EndDate 9

Other

sen | Cancel

Figure 68 - Add New GAN Record - Data Entry Screen

3. Complete each field in the data entry screen for the new GAN record as follows:

GAN Number

record.

This is a display-only field. GMS automatically assigns a unique GAN number to a new GAN

Date Approved

Enter the date this GAN was approved.

Federal GAN Number

Enter the federal-assigned GAN number.

Last Update

This is a display-only field. The date of the last update to this GAN record is displayed in this
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field.

Budget Changes

Funding Year

REOB/DEOB Amount Enter the dollar amount of the REOB/DEOB funding for this GAN.
Old Value Display only: Displays the original total dollar amount allocated to this Funding Year.
New Value Display only: Displays the new total dollar amount allocated to this Funding Year after

the REOB/DEOB amount is entered.

Available DEOB

Display only: Displays the available DEOB dollar amount.

Available REOB

Display only: Displays the available REOB dollar amount.

Personnel and Date Changes

Start Date
Old Value Display only: Displays the original Start Date of the Funding Year.
New Value Enter the new Start Date for this Funding Year record.
End Date
Old Value Display only: Displays the original End Date of the Funding Year.
New Value Enter the new End Date for this Funding Year record.
Other Adiustments This is a free-form text field. Enter any other miscellaneous adjustments or

] amendments to the Funding Year based on this GAN.

After entering the required information for this GAN, click on the Insert button to save

Insert/Cancel the record or click the Cancel button to cancel adding this GAN. If you hit the Cancel

button, your changes will be lost.

4. Click the Insert button located in the lower right hand corner of the Data Entry screen to save
the new GAN record.

5. A GAN can also be added to an individual award, please see Section 7.8.8 of this document.
6.3.1.5 Add a Funding Report to a Funding Year

1. Click on Funding Reports in the Funding Year Menu.

GOVERNOR'S OFFICE OF

CRIME CONTROL & PREVENTION

‘ Home | GrantManagement | FundingManagement | AddressBook | Reports | Admin | Logout |

Funding Management =

Funding Year

Program Code: Funding Year: Funding Totak: Funding Remaining:
BCCP 2016 $1974,000.00 $0.00

p: BOCTCREEED 3 Add new record

} s GAN# + Fed GAN # GAN Type Approved Date m Start Date End Date Status

- = [» L2 | | [ [ = |7 [ [ | [ o

ch records to display.

Figure 69 — Access Funding Reports from Funding Year Menu
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ovearn o o L ogout' @ P

GOVERNOR'S OFFICE OF

MARVLAND | - CRIME CONTROL & PREVENTION

Home | Grant |

Funding | | Reports | Admin | Logout |

Funding Management » Funding Yea

Program Code:

Funding Vear:

Funding Totak Funding Award Number:

Documant

BCCP 2016 5157400000 5000 STATE PBCCP
2| unding vear Menu B B3 s new recora

t Search =

] Bresidoun

B

GAN

Funding Reports

Funding Requests

12/16/2015 123172018

Any existing Funding Report records are displayed in the Data Entry screen on the right. The
following information is displayed in columns for each record:

FUNDING REPORT RECORD DISPLAY FIELDS

Period Begin Date

Begin date of financial reporting period.

Period End Date

End date of financial reporting period.

Grant Funds

Amount of grant funds expended this period.

Match Amount

Amount of match funds reported this period.

Program Income

Amount of program income earned during this period.

Program Expenditures

Amount of program income expended during this period.

Active This field displays whether this Report is Active or Inactive.
Edit Click the pencil icon in this field to edit high-level information associated with this Report.
Delete Click the X icon in this field to delete this Report record.

2. Click the Add new record icon in the top left corner of the Data Entry screen.

s e spmnes | ggout @ @

Click to Add New

Record

Home | Grant Management ‘ megManagﬂ

Furding M it + Funding Yes

Program Code:
BCCP

2 | unding Year Menu
3

Funding Remaining:
50.00

Award Number:
STATE

l:!hmdn_ 2
Pecict Begin Date -

Search

Add new record |

Breakdown

Decument

GAN

Funding Reports
Funding Requests

Figure 70 - Add New Funding Report Record

Upon clicking Add new record, the data entry screen appears:
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et s [ ggout @ P

GOVERNOR'S OFFICE OF

MARYLAND | - CRIME CONTROL & PREVENTION

Home | Grant | Funding | AddressBook | Reports | Admin | Lngnut

Funding Management > Funging Yea

Program Code: Funding Year: Funding Total: Funding Remaini Award Number: PCA:
8CcP 2006 5137400200 50,00 STATE sacce

Pariod Begin Date: [ | | Grant Funds:
Period End Date [ | Mateh Amount:

Active: &

s 12/16/2015 121312015 $1,000.00 52100000

Complete Required
Fields

Click Checkmark to
Save new Record

Figure 71 - Add New Funding Report Record - Data Entry Screen

3. Complete each field in the data entry screen for the new FUNDING REPORT record as follows:

FUNDING REPORT “ADD NEW RECORD” FIELDS

Period Begin Date Begin date of financial reporting period.

Period End Date End date of financial reporting period.

Active This field displays whether this Report is Active or Inactive.

Grant Funds Amount of grant funds expended this period.

Match Amount Amount of match funds reported this period.

Program Income Amount of program income earned during this period.

Program Expenditures Amount of program income expended during this period.

Checkmark Button Click to save new funding report record.

X Button Click the X icon in this field to cancel adding new funding report record.

4. Click the Checkmark button located in the lower right hand corner of the Data Entry screen to
save the new Funding Report record.
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6.3.1.5.1 Editing or Deleting a Funding Report Record

To delete a Funding Rep
to delete.

to edit.

MARYLAND ( R_[\Il: (d r

\I

ort record, click the X icon in the Delete column of the record you wish

To edit a Funding Report record, click the Pencil icon in the Edit column of the record you wish

o e sgmsoms oot @ P

IR( OL & PREVENTION

Home | Grant | Funding | AddressBook | Reports | Admin | Logout |
Funding Wanagement » Funding
Program Code: Funding Year: Funding Total: Funding Award Number: PCA:

BCCP 2006

2| Funding Year Menu

Search

Breskdown

E
i
F

STATE

$1.374,000.00 $0.00

Document

Funding Reports
Funding Requasts

Activity Log

$2.000.00 $1.00000 $1.00000 5$21,000.00 515,000.00

6.3.1.6 Add a Funding Requ

est to a Funding Year

1. Click on Funding Request in the Funding Year Menu.

( Rl\Il: C _J\]’l ROL & PREVENTION

MARYLAND
Home | Grant Management | Funding | Add! Book | Reports | Admin | Logout |
Funding Management > Funding Year
Program Code: Funding Year: Funding Total: Funding Remaining:
BCCP 2016 $1.974.000.00 $0.00
£'| Funding Year Menu
i
&  Searth Period Begin Date «
g y — —
: Brezkdown | @ | 1@ | | | |:
L Decument
s 12/16/2015 L2/3L200% $2,000.00 $1,000.00

GAN

Funding Reguengs
Activity Log U

Figure 72 — Access Funding Request from Funding Year Menu
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Welsams bask, SupsrAdmin! Luguut @ ?

e GOVERNOR'’S OFFICE OF
MARYLAND | - CRTME CONTROL & PREVENTION
Home | GrantManagement | Funding Management | AddressBook | Reports | Admin | Logout
Funding Management » Funding Year
Program Code: Funding Year Funding Total: Funding Award Number: PCA:
BCCP 2016 $1.974,000.00 50.00 STATE meCce
| Funding Year Menu hl B3 Add new record 2 Refresh
% Edit Drawdown Date  Cyyrrent Document Number
Bl Bresdown — —
H occmen \ @ | I @ | neve )
; 127152015 22145 1273002015 52000000 - x

Funding Reports
Funding Requests

Activity Log

Any existing Funding Request records are displayed in the Data Entry screen on the right. The
following information is displayed in columns for each record:

FUNDING REQUEST RECORD DISPLAY FIELDS

Drawdown Date

Date funds were drawn down from Federal Government.

Current Document Number

FMIS Identification Number.

RSTARS Date

Date funds were processed in FMIS.

Amount Received

Amount received by the Comptroller in relation to this drawdown.

Active This field displays whether this Request is Active or Inactive.

Edit Click the pencil icon in this field to edit high-level information associated with this
Request.

Delete Click the X icon in this field to delete this Request record.

Click the Add new record icon in the top left corner of the Data Entry screen.

e

Click to Add New
Home | GrantManagement | Funding Mana Record Admin | Logout |
Furding Management = Funging Year -
Program Code: Funding X/’ Funding Remaining: Award Humber:
BCCP 201 $1.974,000.00 §0.00 STATE
g Funding Year Menu L] d d
..:_ Szarch D oy Diate Documes RS TARS Dats
2] Breskdown Add new record
._§. Documant | =) | | =) l_
GAN I 12/15/2015 22145 12/30/2015
Funding Repeorts
Funding Requasts
Activity Log

Figure 73 - Add New Funding Report Record

Upon clicking Add new record, the data entry screen appears:
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GOVERNOR’S OFFICE OF

MARYLAND — CRIME CONTROL & PREVENTION

"Weleoms baok, SupsrAdmin! Lugnui@ ?

| Funding Year Menu ¥

‘ Home | ‘Grant Management | Funding Management | Address Book | Reports | Admin ‘ Logout |

Funding Mansgement = Funding Year
Program Code: Funding Year: Funding Total: Funding Award Number: PCA:
BCCP 2016 §1,974,000.00 $0.00 STATE aCCR

Add new e

Edit

cord

Drawdown Date | Cyrrent Document Number

1@ | Active

‘Cumemt Document Number:
e —
Active: o« 4
ra 12/15/2015 22145 02015

Complete
Required Fields

Click Checkmark to
Save new Record

Figure 74 - Add New Funding Request Record - Data Entry Screen

3. Complete each field in the data entry screen for the new FUNDING REQUEST record as follows:

FUNDING REQUEST “ADD NEW RECORD” FIELDS

Drawdown Date

Date funds were drawn down from Federal Government.

Current Document Number

FMIS Identification Number.

RSTARS Date

Date funds were processed in FMIS.

Amount Received

Amount received by the Comptroller in relation to this drawdown.

Notes Add any additional information related to the drawdown record.

Active This field displays whether this Request is Active or Inactive.

Edit Click the pencil icon in this field to edit high-level information associated with this
Request.

Delete Click the X icon in this field to cancel adding this Request record.

4. Click the Checkmark button located in the lower right hand corner of the Data Entry screen to
save the new Funding Request record.

60



6.3.1.6.1 Editing or Deleting a Funding Request Record
e To delete a Funding Request record, click the X icon in the Delete column of the record you wish

to delete.
e To edit a Funding Request record, click the Pencil icon in the Edit column of the record you wish
to edit.
g weeome e, gz | o gout @ @
MARYLAND | - CRTME C OI. & PREVENTION
Home | GrantManagement | Funding Management | AddressBook | Reports | Admin | Logout |
Prgg-ram Code: Funding Year: Funding Total: Funding Remaining: Award Number: PCA:

BCCP $1.974,000.00 $0.00 STATE

Drawdown Date | Cyrrent Document Number
Breakdown

i e, E

Documant

13/15/2015 22145 12/30/2015 $20,000.00 b

Funding Reports
Funding Requests

Activity Log

6.3.1.7 Add an Activity Log entry to a Funding Year

1. Click the Activity Log tab to highlight it.

[ nepers | mamn | tooom |

Award Number: PCA:
2015-CD-BX-0054.

Funding Totak
$314430.00

Funding Remaining:
$282.387.00

Approved e RECB/DEOB

S — ] T

End Date. Stams Submission Date  Active

Start Date Last Update

L REL W[ 18 e

Submitted By

[ I B

N records to display.

Click to create new
Activity Log Record

Figure 75 — Access Activity Log from Funding Year Menu

Any existing Activity Log records are displayed in the Data Entry screen on the right. The
following information is displayed in columns for each record:

ACTIVITY LOG RECORD DISPLAY FIELDS

Classification

This field displays the classification for an activity log record — Internal or External.

This field describes the nature of the activity log record — Types include Info Requested, Info

Activity Type Received, Sent Non-Funding, Correspondence, Phone Conversation, Site Visit, Application
Notes, Meeting Note, Other, Email, Award Note, Close Out, and GAN

Subject This field displays the subject that was entered when the record was created.

Notes This field displays the free-form text notes that were entered when the record was created.
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GOCCP Contact

This field displays the GOCCP contact that was selected when the record was created.

Contact

Enter the name of the external contact (if applicable).

Activity Date

This field displays the date the record was created.

Follow-Up Date

This field displays the follow-up date that was assigned when the record was created, if
applicable.

Follow-Up This field displays a checkmark in the box if the log entry was followed-up upon.
Edit Click the pencil icon in this field to edit details of this activity log record.
Reply Click the green plus sign icon in this field to create a New Activity Log record that will be tied to

the log in this record.

2. Click the Add new record icon in the top left corner of the Data Entry screen.

W 1
e . smsas | gout @ P
GOVERNOR'S OFFICE OF

MARYLAND | = CRIME CONTROL & PREVENTION

| Reports | Admin | Logout |

Funding Totak: Funding Remaining: Award Number: PCA:
531443000 $262.367.00

2015-C0-5X-0054

No records to display.

Activty Log

Figure 76 - Add New Activity Log Record

Upon clicking Add new record, the data entry screen appears:

O

:

Complete new
Activity Log Fields

Click to Save

Figure 77 - Add New Activity Log Record - Data Entry Screen

3. Complete each field in the initial data entry screen for the new Activity Log record as follows:

ACTIVITY LOG TAB — “ADD NEW RECORD” FIELDS

Classification Click the dropdown list and select either Internal or External.

Click the dropdown list and select one of the following Activity Types: Info Requested, Info

Activity Type Received, Sent Non-Funding, Correspondence, Phone Conversation, Site Visit, Application
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Notes, Meeting Note, Other, Email, Award Note, Close Out, and GAN.

GOCCP Contact Click the dropdown list and select the GOCCP contact relevant to this record.

Contact Enter your name here as the creator of the activity log record.

Click on the calendar icon and select the date you wish assigned to this activity. Alternatively

Activity Dat . . X
ctivity Date you can type the date directly into the date field.

Click on the calendar icon and select the date you wish assigned to this activity. Alternatively

Follow-Up Date you can type the date directly into the date field.

Subject Enter a brief description of the subject of this activity log entry into this field.

Notes Enter any relevant notes regarding the activity into this field.

4. Click the checkmark icon located in the lower right hand corner of the Data Entry screen to save
the new Activity Log record.

6.3.2 Admin Allowances (Access based on permission)

Admin Allowances are a new entity that function like an application that admin funding source
breakdown funds can be applied to. They have a budget and their funds are gradually expended (like a
financial report on a grant).

To create an Admin Allowance for a funding year:

1. Locate and expand the funding code / funding year for which you want to add an Admin

Allowance:
E————
Home | GrantManag ~~gook | Reports | Admin |
Funding Mansgement » Funging Year Expand the Funding
B3 Add -
Code / Funding Year
Record L I«
s )} crsh lau.uu 5$262,987.00)
X S 2014 §132.777.00 50,00
Expand
x o 2 528131610 5000
s X RS 2012 §132.681.01 5000
£ X sl 201 §245.955.17 50.00

Home ‘ ‘Grant Management | Funding |

Funding Management » Funding Year

3 Add new record
Edit

Click the Admin
Allowances tab

180172015 09/30/2016

Add new record
Category

4 Admin 0% $3144300 3000 3000

I Strast 0% $282.987.00 SLBO §282985.20

GFD Assigned GFD Available

ra p. crst 2004 $132777.00 $0.00 10/01/2014 09/30/2015
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3. The empty fields associated with an Admin Allowance are shown. To add a new Admin
Allowance, click on the Add new record button:

s k BARM 2012 $48432.00 30,00 07/01/2001 06/30/2013 STATE PEARM

54555861 07/0L/2000 06/30/2012

I3 Add new record

W e
Add new record

BARM 2010 4722021 30,00 07/0L/200% 03/30/2010 STATE PEARM
BARM 2009 54635992 $0.00 07/0Lr2008 06/30/2009 STATE PBARM
BARM 2008 £49.999.97 30,00 07/0L/2007 06/30/2009 STATE PEARM
BARM 2007 £48.939.07 50.00 07/0L/2006 06/30/2008 STATE PEARM

4. Enter the Name and Amount of the Admin Allowance in the appropriate fields. To make the
Admin Allowance active, click the checkbox under the Active column. When you are finished,
click the Checkmark icon on the right side to save your record.

L

s b BARM 2013 §46.348.80 $0.00 07/0L/2012 09/30/2013 Spedial PBAR3 = x
s E BARM 2012 §48.432.00 50.00 07/0L/2011 06/30/2013 STATE PEARM b} x
s X BARM 2011 §45,658 81 50.00 07/012010 06/30/2012 STATE PEARM 4 x

FIE]] 2015 CF51 Admin Funds P5215 | B

07/01/2008 03/30/2010

’ \(Click Checkmark icon to Friz2n
' 5459585

s save new Admin Enter Name and 01/2008 06/30/2009 v

s ¥ Allowance record 499999 Amount of Admin L2007 08302008 Click to make Active -

s x 545.333,07 Allowance 012008 06/30/2008 “

s ¥ BARM 2006 §49,993.69 07/0L/2005 06/30/2007 STATE PEARM ‘
fcfeli]2 345678510 [5[3 Pragesie[n v

R R}

x -
679 items in 34 pages

5. The new Admin Allowance record appears under the funding code / funding year under which it
was created:

£ b BARM 201 $45,55881 50.00 07/0L/2000 06/30/2012 STATE PBARM 4

Breakdowns

Add new record

Eat New Admin
I Allowance Record
2015 CFE1 Admin Funds P5215 $31442.00 Appears
ra k BARM 2010 4722021 5000 07/0L/200% 09}3{:@10 STATE \
rFa } BARM 2009 $4695993 $0.00 07,/01,/2008 06/30/2009 STATE
ra k BARM 2008 $43,999.97 5000 07/0L/2007 06/30/2009 STATE PEARM v
rFa } BARM 2007 $43999.07 $0.00 07/01/2006 06/30/2008 STATE PBARM 04

MO M N

6.3.2.1 Managing Admin Allowances

Because you can perform most activities of a Funding Year to an Admin Allowance, the Admin Allowance
has its own menu. To access the Admin Allowances menu:
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1. Expand the funding year which contains the Admin Allowance:

2013 §4534850 $0.00 07/01/2012
2012 54843200 5000 07/01/2011
5861 $0.00 07/01/2010
21 5000 07/01/2009
93 s0.00 07/01/2008
- ¥ Expand Funding Year - w0 smovaer
/. 5 o7 50.00 07/01/2006
s X 69 $0.00 07/01/2005
;s 5 5.399.77 50.00 07/01/2004
7/ K $1.574,000.00 $0.00 07/01/2015
s 5 $1.974,00000 50.00 07/01/2014
’ X $1.574,000.00 $0.00 07/01/2013
fiefeft]23 456723 10 . (0| Pregesiefpn =]
2. Click on the Admin Allowances tab:
[ Funding Management = Funding Year A

E3 Add new record
Edit

S |52
I > oFa 2015 §314.430.00 §262,387.00 10/01/2015 09/30/2016 2015-C0-BX-0054)
3 Acd new record Click on the Admin
Edit Category GFD Available
Allowances Do 50,00 0.0
Tab B0 282 985.20 5004
$0.00 10/01/2014 05/30/2015 2014-CD-BX-0001]
529131610 $0.00 10/01/2013 09/30/2014 2013-CD-BX-0001
§132,681.01 $0.00 10/01/2012 05/30/2013 2012-CD-BX-0017]
b mnn 100 9017 002090010 2012 sn oy ondel

I3 Add new record
Edit

R 2

2015 §314.43000 $282387.00 10/01/2015 09/30/2018 2015-C0-BX-0054 P5215 ] x

’ L

Breskdowns

3 Add new record B2 Refresh
Edit v h Delete

s s 2015 CFST Admin Funds P5215 3144200 . x
s X & 2014 §132777.00 50.00 10/01/2014 09/30/2015 2014-£0-BX-0001 P5214 v x
s X crsl $0.00 10/01/2013 09/30/2014 2013-C0-BX-000L P5213 v x
/s X CFsl Click on the 50.00 10/01/2012 09/30/2013 2012-C0-BX-0017 Ps212 @ x
7 X CFst Magnifying Glass icon $0.00 10/01/2011 03/30/2012 2011-C0-BX-0048 P51 @ x
s ¥ Fst 2010 in the Admin 50.00 10/01/2010 12731201 2010-£D-8X-000L P5210 - x
s X crst 2009 Allowance row s0.00 10/01/2009 053172011 2009-C0-BX-0071 #5219 ] x
s ¥ Fst 2008 50.00 10/01/2008 09/30/2010 2008-£D-BX-D0SL P5218 - x
e k CFsl 2007 M $0.00 10/01/2007 01/31/2009 2007-C0-BX-0067 P5217 L4 x

4. The Admin Allowance you selected is shown on the screen with its own menu — the Admin
Allowance Menu:
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)
Admin Allowance
Home | Grant Management ) Menu Book | Reports | Admin | Logout |
Funding Management = Funding Year
Tithe: Not assi d to e Mot Spent:
2015 CF3I Admin Funds P5215 $31.443.00 I $31:443.00
[‘;‘ Admin Allowance Men{ i B Addn B2 Refresh
b= Search i i Delete
% Budgst Mo records to display.
= Ledger Entries
Z Documants

Activity Log

From here, you can create budget and ledger entries, add documents and add logs of your
activity on this Admin Allowance.

6.3.3 View Funding Years

1. From your Home screen, select Funding Year from the Funding Management menu.

Grant Management Funding Management Address

‘ Home | Funding Programs

Funding Year

Available Funding

Code - Deadline

2. The Funding Year page displays all Funding Year records, each uniquely identified by the
combination of the Funding Program and Year. If the life of a Funding Program spans several
years, there will be one record for each year that program has been funded. Refer to the table
below for a description of the column headings for each Funding Year record.
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Figure 78 - Funding Year Main Page

FUNDING YEAR TOP-LEVEL SCREEN DISPLAY FIELDS

Click on the pencil icon in this column to edit an existing Funding Year record (refer to the

Edit procedure Edit a Funding Year later in this section).
View Click on the magnifying glass icon in this column to enter the Funding Year Menu and Data Entry
Screen for an existing Funding Year record.
This field displays the system code that uniquely identifies a Funding Program in GMS, which is
Code set up and maintained in the Funding Management = Funding Programs menu. For example,
BCCP is the code for the Baltimore City Community Policing Funding Program.
This field displays the year that GOCCP has received dollars for the Funding Program in this
Year record. As shown with example data in the figure above, the BCCP Funding Program has been

funded for nine years so far (2005 — 2013) so there are nine Funding Year records, one for each
program+year (BCCP+2005, BCCP+2006, etc.).

Award Amount

This field displays the total amount that GOCCP has received for the funding program and the
year defined in this Funding Year record.

Available Amount

This field displays the Award Amount of this Funding Year record minus: 1) The amount already
awarded to sub-recipients of the GFD based on this funding year and 2) The amount reserved for
administration by GOCCP.

Start Date

This field displays the first day that funding will be available for this Funding Year and associated
GFD.

End Date

This field displays the last day that funding will be available for this Funding Year and associated
GFD.

Award Number

This field displays a GOCCP-assigned Award Number which is tied to the Funding Program for
this Funding Year record. It is a free-form text field, example values are STATE for a state funding
program, or 2011-JB-xx-xxxx (funding year, funding program code + etc.)

PCA This field displays the Program Cost Account (PCA) associated with this Funding Year record.
Active This field indicates whether this Funding Year record is Active or Inactive.
Delete Click on the X icon in this column to delete an existing Funding Year record (refer to the

procedure Delete a Funding Year later in this section).
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6.3.4 EditaFunding Year

You can edit a Funding Year record at any time; you can edit the high-level details by clicking the pencil
icon in the Edit column, or you can View, Edit, or Add Breakdown, Document, GAN, or Activity Log
records for a Funding Year by clicking on the magnifying glass icon in the View column:

Home | Grant Management | Funding Management | Address Book | Reports | Admin | Logout |

Click to edit the high-level details of !
B3 Add new record a funding year record Funding Years

Funding Management = Funding Year r

Edit = proerrry Available Amount
v | | [l | [E2

¥ s & 51.105,562.00 $0.00 07/01/2
H s & $904,896.00 $0.00 07/01/2
% i # Click to Edit/View/Add a Funding 4000 prions2
> s & Year's Breakdown, Document, GAN, or $0.00 07/01/2
3 7 F Activity Log records $0.00 o770
> ra X BARM 2014 $1,000,200.00 $892,497.67 01/01/2
-~ - £

Figure 79 - Edit a Funding Year Record

To edit detail records (GAN/Breakdown/etc) for a Funding Year, refer to the instructions in the sections
Add a Breakdown Record to a Funding Year, Attach a Document to a Funding Year, Add a Grant
Adjustment Notice (GAN) to a Funding Year, and Add an Activity Log entry to a Funding Year. In the
screens for each of these procedures, instead of clicking on Add New Record, locate the record you wish
to edit and click on the pencil icon in the Edit column.

To edit the high-level details of a Funding Year record:

1. From your Home screen, select Funding Year from the Funding Management menu.

Grant Management Funding Management Address|

Funding Programs
Funding Year

Available Funding

Code = Deadline

2. The Funding Year page displays all Funding Year records, each uniquely identified by the
combination of the Funding Program and Year. If the life of a Funding Program spans several
years, there will be one record for each year that program has been funded. Refer to the table
below for a description of the column headings for each Funding Year record.
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Figure 80 - Funding Year Main Page

3. Click the pencil icon in the Edit column of the record you wish to edit.
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Figure 81 - Edit a Funding Year

4. Make changes to any of the information in data entry screen fields for the Funding Year as

follows:

FUNDING YEAR — “EDIT” FIELDS
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Code

Dropdown List: Select the code for the Funding Program that this Funding Year
will be based upon.

Year

Type in the four-digit year that applies to this Funding Year record.

Award Amount

Type in the total amount that GOCCP has received for the funding program
selected for this Funding Year record.

Available Amount

Display Only: This field displays the Award Amount of this Funding Year record
minus: 1) The amount already awarded to sub-recipients of the GFD based on
this funding year and 2) The amount reserved for administration by GOCCP.

Extensions Allowed

This is a free-form text field. Enter YES, NO, or a comment if required for this
record.

Reporting Frequency Programmatic

Select the frequency with which sub-recipients will be required to perform
Programmatic Reporting for awarded grants based on this Funding Year. The
choices are Monthly, Quarterly, Semi-Annually, and Annually.

Reporting Frequency Financial

Select the frequency with which sub-recipients will be required to perform
Financial Reporting for awarded grants based on this Funding Year. As with
programmatic reporting, the choices are Monthly, Quarterly, Semi-Annually,
and Annually.

Award Number

This is a free-form text field. Enter the GOCCP-assigned Award Number which
is tied to the Funding Program for this Funding Year record.

Requested Amount

Enter the amount that GOCCP originally requested for this Funding Year
record. This may or may not equal the Award Amount for this record.

Match Type

A sub-recipient may satisfy the match requirement with either CASH (e.g.,
funds contributed from private sources or State and local governments such as
a portion of someone's salary) or IN-KIND services (e.g., services or goods
donated by the applicant organization or other entities such as a volunteer or
donated food).

Select the match type from the drop-down list: Select either Cash Match, In-
Kind Match, or Both.

Match Minimum

Enter the dollar amount a sub-recipient must provide in matching funds for a
grant based on this funding year. If the match minimum amount is provided to
you as a percent of the overall funding year amount, enter that percentage in
the Match Required (%) field and the dollar amount will automatically be
added in this field.

Match Required (%)

If the match minimum amount is provided to you as a percent of the overall
funding year amount, enter that percentage in this field. The calculated dollar
amount will automatically be added to the Match Minimum field.

Active

Click the checkbox to make this Funding Year record Active.

Application Submitted

Enter the date the application for this Funding Year was submitted.

Award Received

Enter the date this Funding Year award was received.

Letter of Intent Received

Enter the date that the Letter of Intent for this Funding Year was received.

Award Accepted

Enter the date this Funding Year award was accepted.

Start Date

Enter the date of the first day that funding will be available for this Funding
Year and associated GFD.

End Date

Enter the date of the last day that funding will be available for this Funding
Year and associated GFD.

Funding Year Login

Enter the Login that GOCCP uses to access the system responsible for awarding
funds for the Funding Program used in this Funding Year record.

Funding Year Password

Enter the Password associated with the Funding Year Login in this record.

PCA

Enter the Program Cost Account (PCA) associated with this Funding Year
record. This is generally the four-digit Funding Program code associated with
this Funding Year record preceded by a “P”, for example PATFP.

Application Number

Enter the application number that the funding agency assigned to your
application for funding year dollars for the Funding Program in this record.

File Location

Choose either “Grant Manager’s Room”, “Archives A8”, “File Room 1” or “File
Room 2” from the drop-down list to select the physical location of the file for
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this Funding Year record.

Enter the maximum portion (in dollars) of the Award Amount for this Funding
Year that can be allocated to GOCCP for administrative purposes. If you do not
Admin Maximum have a dollar amount but rather a percentage, enter the percentage in the
Admin Percent field in this record; doing so will automatically populate this
field with the correct dollar amount.

If the Admin Maximum amount is provided to you as a percent of the overall
Admin Percent funding year amount, enter that percentage in this field. The calculated dollar
amount will automatically be added to the Admin Maximum field.

This is a free-form text field. Enter any notes or comments regarding this
Comment funding year that you would want other users to see when they view or edit
this Funding Year record.

5. Click the checkmark icon located in the lower right hand corner of the Data Entry screen to
update the Funding Year.

6.3.5 Delete a Funding Year

With proper system permission, you can delete a Funding Year by clicking on the X icon in the Funding
Year row. After clicking the X, a “Delete this Funding Year?” confirmation message is displayed.
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Figure 82 - Delete a Funding Year

e C(Click the OK button to delete the Funding Year.
e If you click the Cancel button, the record is not deleted and you are returned to the
Funding Year list.
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6.4 Grant Funds Distributions (GFD)

Grant Funds Distribution records appear in the Available Funding dashboard of all GMS users’ Home
Page. They are based on Funding Programs/Funding Years, and each has a NOFA document attached to
it that is the printable, hardcopy guide to the available funding. After creating a Funding Source
Breakdown based on funds allocated through a Funding Year, you can create a GFD that sub-recipients
will use to apply for a grant.

This section provides instructions for viewing, creating, editing, and deleting GFDs.

6.4.1 Create a GFD

A GFD is created from a Funding Program & Funding Year. If you are creating a new GFD, be sure that
the new Funding Program has already been created and finalized and has money allocated to it via a
Funding Year.

The first step in creating a new GFD is to add a new GFD record and provide high-level detail
information. After that, you will edit the record and provide the following information:

e Funding (Allocate money to the GFD)

e Budget (Select budgetary items that sub-recipients will need to supply)

e Organizations (Designate specific organizations that can apply for grants based on the GFD.
Note: if you do not designate organizations, all organizations can apply.

e Documents (Attach a NOFA and, optionally, other documents to the GFD)

e Activity Log (Optionally create activity log entries that detail correspondence or other items)

After you complete these tasks, you can Finalize the GFD and make it available. Instructions for
performing each of these tasks are provided in the following sections.

6.4.1.1 Add a New GFD Record

1. From the GFD list, click on the Add new record link in the upper left hand corner of the Funding
Year process area, above the column headers.

|
Home | Grant Management | Fung

Funding Manageme:

Add new record

Edit
Add new record

Upon clicking Add new record, the data entry screen appears:
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Figure 83 - Add New GFD - Data Entry Screen

2. Complete each field in the initial data entry screen for the new GFD as follows:

GFD - “ADD NEW RECORD” FIELDS

2Code Enter the 4 to 9 Character NOFA code (usually the primary funding program).
“*Title Enter the Funding Year title that the GFD is based on.
'Deadline Verbose description of deadlines (hardcopy and electronic dates/times). Free form text box.

’GFD Contact

Select the name of the GOCCP contact who is responsible for managing the GFD from the
dropdown list.

1,2 .
Deadline

Enter the date by which all grant applications based on this GFD must be submitted
electronically.

1’ZHardcopy Deadline

Enter the date that GOCCP must receive hardcopies of grant applications by in order to be
considered for awarding.

“’year Enter a NOFA year (usually the same as the primary funding source’s year).

'Start Date Enter the date sub-awards would start.

'End Date Enter the date sub-awards would end.

Total Funds Enter the Total Amount of funding that will be available for sub-recipients to apply for grants

against for the GFD. This is not visible to external users.

GFD Posting Date

Enter the date that the GFD will become available and be displayed in the Available Funding
dashboard of the GMS home page.

GFD Removal Date

Enter the date that the GFD will be removed and no longer available.

'Active

Click to place a checkmark in the box and designate the GFD as Active.

‘Eligibility

This is a free-form text box. Enter any special eligibility requirements that sub-recipients must
be made aware of when applying for a grant based on the GFD.

1
Summary

This is a free-form text box. Enter a brief summary of the GFD that users will see when they
click on the View icon for a GFD in the Available Funding dashboard.

!Denotes fields which will be visible to external users

’Denotes fields which are required to save the initial GFD record
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3. Click the checkmark icon located in the lower right hand corner of the Data Entry screen to save
the GFD.

(vl ]

Press the X to cancel — you will lose any information you entered for the new GFD if you cancel.

4. Upon saving the new record, you are returned to the GFD home screen and will see the new
record in the list.
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Figure 84 - View New GFD Record in List

Before you can finalize a new GFD and make it available for grant applications, you must allocate
money, select budget items, attach a NOFA, and optionally, designate organizations that can see
the GFD and add any activity log items.

To begin, locate the new GFD record in the list and click the View icon associated with it. The
GFD Menu appears to the left of the screen, and the process area corresponding to the Funding
menu item appears in the right pane of the screen as shown below:
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Figure 85 - GFD Menu and Process Area
6.4.1.2 Assign Funding to a GFD

1. After clicking on Funding in the GFD Menu, the process area is divided into two parts. The left
panel provides a list of Available Funding Sources. The right panel is “Funding Allocated to this
GFD”. Select the funding source from the left panel by clicking on the item and holding the
mouse button down.

-

V| Code Tite: Li it Custes e Dune

g ST =il LA 1AL

Figure 86 - GFD Menu -> Funding
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2. Drag the funding source item over to the right panel and release the mouse button. The “Specify
Amount” dialog box appears — enter the dollar amount of the funding source you wish to
allocate to this GFD, then click the Save button.

Funing liiagament » 250
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F s e

Figure 87 - Specify Amount of Allocation

3. Your selection and the amount you chose for that funding source now appears in the right panel
as funding allocated to this GFD.
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Figure 88 - Funding Successfully Allocated to GFD
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e Because you can allocate multiple sources of funding for any given GFD, the funding
records in the Funding Allocated to this GFD panel are grouped, first by Funding
Program title, then by Funding Year:

Funding Allocated to this GFD- B refresh
Category Total Amount GFD Assigned Other GFDs GFD Available

b Program: Body Armor for Local Law Enforcement
w Funding Year: 2013
Strest $45 053,00 $48.053.00 $0000 $0.00

Figure 89 - Funding Allocated to a GFD - Groupings

e In this example, the Funding Program chosen is Body Armor for Local Law Enforcement.
The Funding Year set up for that program and used for this GFD is 2013. If another
Funding Year for that program is chosen to fund this GFD as well, that funding year
would be displayed as another sub-grouping of the funding program. This holds true if
several Funding Programs/Years are used to fund this GFD — each Funding Program will
display as its own group.

4. Repeat the procedure if you want to allocate funds from another source to this GFD:

[Py T ——
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Figure 90 - Add an additional funding source
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Figure 91 - Multiple Sources Allocated to a GFD

At any time you can drag a selected funding source back to the Available panel to remove it
from the Allocated panel if you selected it in error. Simply click on the item in the Allocated
panel and hold the mouse button, drag it back over to the Available panel and release the
mouse button as shown below.
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Figure 92 - Removing a Funding Source from the Allocated Panel — Click and Hold the mouse button down
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Figure 93 - Drag back to Available Panel & release mouse button
6. Allocating funding is persistent — changes are saved immediately.
6.4.1.3 Assign Budget Categories to a GFD

1. Click the Budget menu item in the GFD Menu to assign budget categories to the GFD. This will
define the categories that can be used in applications (i.e., BARM would have only equipment
selected).
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Figure 94 - Select Budget Items for the GFD

Click to place a checkmark in the Budget items you want to select for the GFD. When you are

finished, click on the Save button to save your changes.
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Figure 95 - Save Budget Category Selections
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6.4.1.4 Add Organizations to a GFD

1.

vk wnN

Click on Organizations in the GFD Menu to designate specific organizations that can apply for
grants based on the GFD. This feature is helpful for continuation grants (MVOC), one-offs
(PGVC), or narrowing to a specific sector (CAC). Note: if you do not designate any organizations,
all can apply.

Home | Gt | Funding AddessBook | Reportn | Admin | logowr |
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Figure 96 - Add Organizations to a GFD

Locate the Organization you wish to select for this GFD.

Left click on the record and hold the mouse button down.

Drag it over to the Selected Organizations panel.

When you see a dotted line appear beneath the header row, release the mouse button to drop
the record into the list.

Repeat steps 2 through 5 for each Organization you wish to select for this funding program.
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Figure 97 - Add Multiple Organizations to a GFD
6.4.1.5 Add Documents to a GFD
Use this screen to attach a NOFA and other supporting documents to a GFD.
1. Click Documents in the GFD Menu to the left of the screen.
) = V| Code Tl ¥ $lrrmlrh e D Tt Funds dsninyrerg Toskak Sakeu
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Figure 98 - Attach a Document to a GFD

2. Click the Add New Record icon to display the data entry screen. The data entry screen is shown:
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Figure 99 - Add Documents - Data Entry Screen

3. Select a classification for the document from the Classification drop-down list.

4. Type a descriptive name for the document in the Document Name field.

5. Click the Select button beside the Document field. This brings up a standard dialog box that
allows you to search for the document on your hard disk and select it.

6. If applicable, click the calendar icon next to the Expiration Date field and choose a date by
clicking on it

7. Type a description into the Description field.

8. Click the checkmark icon to the lower left of the screen to upload and save the document to the

GFD. If you click on the cancel icon (X), the document will not be uploaded or saved and you’ll
be returned to the previous screen.

Important Note: As of 3/7/2013, if attaching multiple documents, the NOFA must be the last
document attached. The last document attached will appear on the GMS homepage.

6.4.1.6 Add an Activity Log entry to a GFD

1. Click the Activity Log tab to highlight it.
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Figure 100 - Add an Activity Log entry to a GFD
2. Click Add new record below the Activity Log tab. Upon clicking Add new record, the data entry
screen appears:
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Figure 101 - GFD Activity Log - Data Entry Screen

3. Complete each field in the initial data entry screen for the new Activity Log entry as follows:

ACTIVITY LOG ENTRY FIELDS
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Classification

Click the dropdown list and select either Internal or External.

Activity Type

Click the dropdown list and select one of the following Activity Types: Info Requested, Info
Received, Sent Non-Funding, Correspondence, Phone Conversation, Site Visit, Application
Notes, Meeting Note, Other, Email, Award Note, Close Out, and GAN.

GOCCP Contact

Click the dropdown list and select the GOCCP contact relevant to this record.

Contact

Enter the name of the external contact (if applicable).

Activity Date

Click on the calendar icon and select the date you wish assigned to this activity. Alternatively
you can type the date directly into the date field.

Follow-Up Date

Click on the calendar icon and select the date you wish assigned to this activity. Alternatively
you can type the date directly into the date field.

Subject

Enter a brief description of the subject of this activity log entry into this field.

Notes

Enter any relevant notes regarding the activity into this field.

4. Click the checkmark icon located in the lower right hand corner of the Data Entry screen to save
the new Activity Log record.

6.4.1.7 Finalize a GFD

When you have completed each of the menu items in the GFD Menu, the GFD is ready for finalization in
the GMS. Once final, it will appear in the Available Funding dashboard of users’” GMS home page.

1. Click the Status dropdown box and select Finalize:
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Figure 102 - Finalize a GFD

2. Click OK when the Gra

nt Funding Distribution successfully saved Dialog Box appears.
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Figure 103 - GFD Finalization Confirmation

6.4.2 View GFDs

1. From your Home screen, select GFDs from the Funding Management menu.

m Grant Management Funding Management Address Book |

‘ Home | Funding P |
Funding Year

Available Funding

Code

2. The GFD home screen displays all existing GFD records. Refer to the table below for a
description of the column headings for each Funding Year record.
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Figure 104 — GFD Home Screen

GFD TOP-LEVEL SCREEN DISPLAY FIELDS

Edit Click on the pencil icon in this column to edit an existing GFD record (refer to the procedure Edit
a GFD later in this section).
Code This field displays the 4 Character NOFA code (usually the primary funding program).
Title This field displays the Funding Year title that the GFD is based on.
GFD Contact This field displays the GOCCP contact who is responsible for managing the GFD.
Year This field displays the NOFA year (usually the same as the primary funding source’s year).
Start Date This field displays the date sub-awards would start.
End Date This field displays the date sub-awards would end.
This field displays the Total Available Amount of funding that remains for sub-recipients to
Total Funds .
apply for grants against for the GFD.
Active This field indicates whether this GFD record is Active or Inactive.
Docs Click on the magnifying glass icon in this field to view the NOFA document attached to the GFD.
View Click on the icon in this field to edit the details of the GFD and manage them via the GFD Menu
(Funding, Budget, Organizations, Documents, and Activity Log).
Click on the X icon in this column to delete an existing GFD record (refer to the procedure Delete
Delete I .
a GFD later in this section).

6.4.3 Edita GFD

To edit the high-level details of a GFD record:

1. From your Home screen, select GFDs from the Funding Management menu.
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Figure 105 - GFD Home Screen

3. Click the pencil icon in the GFD record you wish to edit. The high-level GFD data entry is shown.
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Figure 106 - Edit a GFD
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4.

6.4.4

Edit data in any of the data entry screen fields for the GFD as follows:

GFD - “ADD NEW RECORD” FIELDS

Code Enter the 4 Character NOFA code (usually the primary funding program).
Title Enter the Funding Year title that the GFD is based on.
Deadline Verbose description of deadlines (hardcopy and electronic dates/times). Free form text box.
Select the name of the GOCCP contact who is responsible for managing the GFD from the
GFD Contact .
dropdown list.
Deadline Enter the date by which all grant applications based on this GFD must be submitted.

Hardcopy Deadline

Enter the date that GOCCP must receive hardcopies of grant applications by in order to be
considered for awarding.

Year Enter a NOFA year (usually the same as the primary funding source’s year).

Start Date Enter the date sub-awards would start.

End Date Enter the date sub-awards would end.

Total Funds Enter the Total Amount of funding that will be available for sub-recipients to apply for grants

against for the GFD.

GFD Posting Date

Enter the date that the GFD will become available and be displayed in the Available Funding
dashboard of the GMS home page.

GFD Removal Date

Enter the date that the GFD will be removed and no longer available.

Active Click to place a checkmark in the box and designate the GFD as Active.

Eligibility This is a free-form text box. Enter any special eligibility requirements that sub-recipients must
be made aware of when applying for a grant based on the GFD.

Summary This is a free-form text box. Enter a brief summary of the GFD that users will see when they

click on the View icon for a GFD in the Available Funding dashboard.

Click the checkmark icon located in the lower right hand corner of the Data Entry screen to save

the GFD.

Press the X to cancel — you will lose any information you modified for the GFD if you cancel.

Delete a GFD

With proper system permission, you can delete a GFD by clicking on the X icon in the GFD row.
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Figure 107 - Delete a GFD

2. After clicking the X, a “Delete this GFD?” confirmation message is displayed.

o Click the OK button to delete the GFD.
e If you click the Cancel button, the GFD is not deleted and you are returned to the GFD
list.
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7 Grant Management

7.1 Introduction

GMS provides full life-cycle support for the GOCCP Grant Application and Awarding Process. This section
of the User Manual is presented in four parts:

e Creating Grant Applications provides detailed instruction on how to create, complete, and
electronically submit a grant application, as well as how to withdraw an application. These
procedures are included in the User Manual that is available to the public on the GOCCP GMS
Public Home Page.

e Managing Grant Applications guides the internal GOCCP user through the process of turning a
grant application into a grant award, including logging the initial receipt of a grant application,
updating its status through the various reviews, and awarding the grant.

e Performing a Grant Award Review describes the process of preparing the award and making it
available to the sub-recipient by assigning funds, goals, and objectives, and linking the award to
any pertinent previous grants awarded to the same organization.

e Maintaining Grant Awards focuses on the procedures for managing awarded grants from the
initial awarding through the life of the award to its closure, including topics like logging site visits
and audits, disputes and grant adjustment notices, and report reviewing. This includes the
procedure for programmatic reporting, which is also included in the User Manual available to
the public.

7.2 Searching for a Grant Application

If an application you are searching for is not displayed in your Applications dashboard on the GMS Home
Page, you can see a full listing of applications by accessing the Application Search screen from the Grant
Management menu:

Grant Management

Award Search
Folder Management

Application Search D

Figure 108 - Access Grant Management -> Application Search

The Application Search screen is displayed. It contains more fields than the Applications dashboard, and
allows you to view applications with all statuses.
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Figure 109 - GMS Grant Application Search Screen

Please refer to the section Sorting, Filtering, and Searching for Records for help with finding a grant

application.
7.3 Creating Grant Applications

7.3.1 Apply for a Grant

The following procedure describes in detail how to apply for a grant based on funding
opportunities/NOFAs made available through the GOCCP. The major steps include:

=

Locate Funding Source for your Project

Create new Grant Application Record

Complete Project Face Sheet

Assign Officers

Add Service Sites

Add Project Summary

Add Project Narrative

Create Project Budget

Attach Documents to Grant Application

10 Electronically Submit Grant Application to GOCCP
11. Print Grant Application for Hardcopy Submission

©RNOU A WN

As with any type of application, this is an iterative process where at times the application is returned by
the grant manager to the applicant for clarification or more detail. You can use the processes described
in this section when you are revising or updating an application and re-submitting it for approval.

7.3.1.1 Locate Funding Source for your Project

1. Locate the NOFA you want to use to fund your new project in the Available Funding Dashboard.
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e To narrow the list down to Active NOFAs, click on the drop-down list in the Available
Funding Dashboard and select Active. The resulting list displays only active NOFAs.

m Grant Management | Address Book | Admin | Logout |
Available Funding Refresh Applications

View Code - i iy Edit | App# a

| | P L ][]
Bady Armer for Local Law A

N Tesg|

b BARM E foeement 9015 11/30/2012 Adive V] x B

Inactive

& FUND Testing UA Public 11-1-12 1/2/2013 " 0 (v) X Bo
3 2012-BA-0033  Tes
x 2012-8A-0041  Tey
» ozecom o
Prof
x 2012.BF-0001  Nei
¥ 2012-B1-0002  Col

Figure 110 — View only Active NOFAs

o If the NOFA list is very long, search by Code or Title. If you know the NOFA Code, type it
into the Code field and press Enter. The resulting list displays only the NOFA that
matches the Code you entered.

e If you don’t know the Code, type any keywords that might be in the NOFA title into the
Title field and press Enter. The resulting list displays only NOFAs that contain your
keywords in their title.

m Grant Management | Address Book | Admin ‘ Logout ‘

Available Fimdinn Refresh

Code

O _
x BARM Enforcement - 2013 11/30/2012 = ®

& FUND Testing LA Public 11-1-12 1/2/2013 = %) (]

Figure 111 - Search for NOFAs by Code or Title

e Click on the View button to display overview information for a NOFA. Click on the X to
close the pop-up Display window.
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Available Funding

Code

Body Armor for Local Law
Enforcement - 2013

Testing UA Public 11-1-12

11/30/2012

122003

Figure 112 - View NOFA Overview Information

Body Armor for Local Law Enforcement - 2013

Summary:

Start Date:

T/L/2012

End Date:

6/30/2013

Online Application Deadline:
11/30/2012

Hardcopy Application Deadline:
114302012

Funding Year:

2013

Eligibility Description:
Testing in UA Public
Deadline Description:

Figure 113 - NOFA Information Pop-Up Window

e If you would like to review/print the hardcopy NOFA for this record, click on the icon in

the Docs column of the record. The hardcopy NOFA contains program specific
requirements needed to complete a grant application. The application cannot be
accurately completed without following the instructions provided in the hardcopy

NOFA. A standard browser dialog box will appear, prompting you to either view or save

the document to your hard disk.
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Figure 114 - View the harcopy NOFA
7.3.1.2 Create new Grant Application Record

1. Once you have located the appropriate NOFA in the Available Funding Dashboard, click the
Apply button associated with it to begin the application process.

Grant Management | AddressBook | Admin | Logout |

‘Home

Available Funding Refres Applications

View Code & i i Edit | App#

| N L

Body Armor for Local Law —
E AN Enforcement - 2013 L0/ = ﬁi”)‘
x FUND Testing UA Public 11-1-12 1/2/2013 F (%] lApel v
) 5 203
x 2m3
X 2013
> 2014

Figure 115 — Click Apply on NOFA to Begin Application Process

e The Initial Grant Application Screen (Face Sheet) is displayed.
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GOVERNOR’S OFFICE OF

MARYLAND

CRIME CONTROL & PREVENTION
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‘ Home | GrantManagement | AddressBook | Admin | Logout |

Grant Management > Agplication Search

0 PROJECT TITLE

Project Title

0 APPLICANT AGEMNCY

Is service site?
Organization:
Address

Baltimore County. Maryland
Office of the County Executive
400 Washington Avenus

City, State Zipc Towsen, MD 21204

Org. Type: Local Governmant
County: Baltimare County
Auth. Official: Kavin Kamenatz
DUNS Mumber: e

SAM Expiration Date: [l

0 IMPLEMENTING AGENCY

Is service site?
Organization:
Address:

Baltimors County Polics Departmant
700 East Joppa Road

City, State Zipc Towson, MD 21286
Local Government
Baltimare County
James Johnson

County:
Auth, Official

AUDIT REQUIREMENTS

0 PROJECT DATES

GFD Code LETS
GFD Title

GFD Start Date

GFD End Date
Proposed Start Date

Proposed End Date 4272099 5]

0 PREPARER INFORMATION

Praparer's Name [

Preparer's Phone

«corrective action plan is required.

Applicants must submit capies of any Audit Findings and Comective Action Plans with the application. Do not send @ copy of your audited financial statements: ONLY the applicable audt findings and/or

Figure 116 - Initial Grant Application Screen (Face Sheet)

7.3.1.3 Complete Project Face Sheet

NOTE: After entering the required information in this screen, you must click the Save button in order to

enter additional Grant Application information.

e Enter a brief (one line only), descriptive title of the program you are proposing for funding into
the Project Title box. See hardcopy NOFA guidelines for proper naming of a project.

Grant Management = Application Search

0 PROJECT TITEP'

Project Tide

| Domestic Violence Awareness and Preventicn

0 APPLICANT

Iz zervice site?
Crganization:
Addrass

T T T TP O e

Baltimore County, Manyland
Ciffice of the County Exacutive

Figure 117 - Enter Project Title

e Your Applicant Agency is assigned to you based on your User ID and cannot be changed.
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T FRUJELT TITLCE

Project Tie Domestic Violence Awareness and Prevention & PROJECT DATES
GFD Code ET
&) APPLICANT AGENCY : -
GFD Title .
GFD Start Date

GFD End Date a2
Baltimors County, Manyland

Office of the County Exacutive Praposed Start Date 42
400 Washington Avenus

Propossd End Date A1

iy, State Zip: Towsaon, MD 21204

Crrg. Type: Local Government oW PREPARER INFORMATION
County: Baltimaore County 8 ,—
Auth. Official: Kavin Kame FEEEErE T

D ——— :
DUKSE Mumber: P —— Preparsr's Phone [
SAM Expiration Date: il
u IMPLEMENTING AGENCY
Iz zervice sita?
Crganization: Baltimors County Police Departmant

Figure 118 - View Applicant Agency Information

e If your Applicant Agency is a Service Site (services are provided at the applicant agency’s
physical location), click on the Is Service Site checkbox to place a checkmark in it.
Additional service sites may be entered later in the application process.

GFDF C
[ 7 APPLICANT AGEMCY
GFD T
GFD 5
GFD E
Baltimnore County, Maryland

Ciffice of the County Exacutive Props
400 Washington Avenus

Propo
Oity, State Zipe Towson, MO 21204
Cirg. Type: Leocal Governmeant “ PH
County: T
Auth, Official; repaf
DUMS Number: Prapar

SAM Expiration Date

Figure 119 - Designate Applicant Agency as a Service Site

Enter the DUNS Number, which is a unique nine-digit identification number
representing the physical location of your organization

Enter the SAM Expiration Date — your organization's System for Award Management
registration.
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Click on the authorized official of the Applicant Agency to view contact information for that

person.
L GFD Title
GFD Start Date
e Qe
Baltimors Co 11263 Seart Date
Addrass Smee ot b p tation: The Honorable/County Executive B
<00 Washingt Kevin B Kamenetz End Date
- - - 1 Baltimore County. Maryland
City, State fip owson, MO 3 !
Crg. Type: Local Governg - County Exacutive M
County = Orffice of the County Executive
T fachi . i Mame
Auth. Official: ashington Avenus
DLUKS MNurnber: Towson i Phone
SAM Expiration Date: MD
21204-6808

(410 887-2450
(410) 857-4043
kevinkamanetz@battimore countymd.goy

&) IMPLEMENTING AGEMNCY

Haltirnors Cnamty Balice Denatmant

e The Implementing Agency for the new grant defaults to the Applicant Agency location. If the
Implementing Agency is different from, or a sub-agency of the Applicant Agency, select it from
the drop-down list as follows:

1. Select the text currently in the Implementing Agency box.

9 IMPLEMENTING AGENCY

Office of the State's Attorney for Baltimore City %
Company Mame City County

Office of the State’s Attorney for Baltimore Baltimore City
Baltimore City

L7

fie application. Do not send

¥ Items 1-1 out of 1

2. Pressthe Delete key to clear the field.

b IMPLEMENTING AGENCY
| I :
Company Mame City County
100 Good Men Salisbury Wicomico =
4-H Teen Leaders in Action Hyattzville Prince George's
ACT. Activity Community Teams Baltimore Baltimore City
AS K., Inc. (Achieving Success through Baltimore Baltimore City
Knowledge)
Abell Foundation, Inc. Baltimore Baltimore City “
Aberdesn Community Action Coalition Aberdsen Harford
Aberdesn Police Department Aberdsen Harford
About Face Program - Maryland Mational  Reisterstown Baltimore County . fie application, Do no

¥ Items 1-50 out of 1915




3. When the field is cleared, the drop-down list will be populated with valid agencies. Click on
an agency to select it as the Implementing Agency.

e As with your Applicant Agency, if you’re Implementing Agency is a Service Site (services
are provided at the implementing agency’s physical location), click on the Is Service Site
checkbox to place a checkmark in it. Additional service sites may be entered later in the
application process.

e As with your Applicant Agency, to display Contact Information for the authorized official
of the Implementing Agency, click on the Question Mark button next to their name.

ST P AT O TSL20IE

& IMPLEMENTING AGENCY

Baltimore County Police Department
700 East Joppa Road

City, State Zipe Towson, MD 21286
Crg. Type: Local Government
County: Baltimore County
Auth, Official: Jarmes Johnson

L AIINIT BEOIITRERFRTS

Figure 120 - Designate Implementing Agency as a Service Site

e C(Click on the authorized official of the Implementing Agency to view contact information
for that person.

9 IMPLEMENTING AGENCY

vice sita? <]

# Is se

Crrganization: Baltimeore £ ‘ContactlD 427
Addrass 700 East Jop Pref ChiefChief
Marne: James W Johnson

Baltimore County Police Department

C Tt T
ty, State Zip: s )
- Chiaf of Police

Cirg. Type: e
County: 704 East Joppa Road
Auth. Official: Towrsen
LJ:.
AUDIT REQUIREMEMTS 7 71786-5505
Applicants must submit copies of any Audit Fingil Phone: {410) 887-2214 if your audited financil
covrective action plan is reguired Fax: {410) 821-BEET
E-Mail: iwjohnsen@baltimorecountyrnd.gov

Figure 121 - Display the Contact Information Pop-Up Window

e To close the Contact Information pop-up window, click on the X in the upper-right
corner of the window.
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Iz ce site?
: Baltimora O ContactlD 427

Cirganiza
Address 700 East Jop| Prefix/Salutation: ChieffChief
MName James W lchnson
e - Organization Baltimore County Police Department
5:; f'e:: s L;:r::_r:: HEI; Job Title Chief of Police
. Type ocal Gover o
Cou nt;-: Baltimora Cg SllEelr sl
Auth. Official: larmnes Johng ° Tewson
MD
AUDIT REGUIREMEMTS T 71 786-5505
Applicants must submit copies of any Audit Fingil Phone {410} BEV-221: if your audited fing
covrective action plan is required Fax: [410) B21-BBET
E-Mail: iwiohnsen@baltimorecountymd.gov

javascript: void{0);

Figure 122 — Close the Contact Information Pop-Up Window

Enter the Proposed Start and End Dates for your project by clicking on the calendar icon next to
each date field. The default displayed start and end dates are taken directly from the dates
provided in the NOFA. These dates are required to proceed with the application process, and
may be modified using the following guidelines:

e Proposed Start Date must be greater than or equal to NOFA start date
e Proposed End Date must be less than or equal to NOFA end date

Before you submit your application, you may change these dates at will. Once your grant has
been awarded, you must go through the Grant Modification process as detailed in section 7.8.7.

p PROJECT DATES

GFD Code TS

GFD Title aw Enforcement Training Scholarship
GFD Start Date 42
GFD End Date
Proposed Start Date
Proposed End Date

b
¢y PREPARER INFORMAT :
Preparer's Mame 3 1
Preparer's Phone o r o4 5 08 T8
15 9 10 11 12 13 14 15
& 16 17 18 19 20 21 22
I 23 24 25 26 27 28 29

18 30

Figure 123 - Enter Proposed Start and End Dates

Click in the Preparer’s Name field and enter your name (or the name of the primary Preparer if it
is someone else in your organization. Click in the Preparer’s Phone field and enter the
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corresponding phone number. Note: Type only the digits of the phone number into the field; the
field is set up to automatically format the number with parenthesis, spaces, and a dash.

Proposed Start Date
Proposed End Date

422013
45202007

9 PREFPARER INFI]RM‘&EQN

Preparer's Name Johin Srith T

Preparer's Phone (717} 555-1212

Figure 124 - Enter Preparer's Contact Information

Click on the Save button to save the application as a draft, then click OK on the confirmation
pop-up window when it is displayed to access the Detailed Grant Application Screen.

F

[ROL & PREVENTION

Watooms back, sdaelv@batimanss-ountymd gov] Lngnut'@' ?.

g PROJECT DATES

revention

GFD Code

GFD Title

GFD Start Date

GFD End Date
Proposed Start Date
Proposed End Date

g PREFARER INFORMATION

ETS
Law Enforcement Training Scholarship

L EWTT

4/2/2013
A/3/201T

3 &

Preparer's Mame

Preparer's Phone

Jahin Srnith

g7 5851212

Figure 125 - Save the Application

e When the application draft is successfully saved, you are taken to the Detailed Grant

Application Screen.

101



Wisiooms hask, sdwviEtatmonssountym gov Lugout'_w‘ ?
GOVERNOR’S OFFICE OF

MARYIAND  CRIME.CON TR 2 PREVENTION

Home Grant Management J ogout |
‘ | e Grant Menu |
Grant Management > Application Search
App. Match %: Project Dates: Title: Application Status:
[Unassignad] 3000 000 000% 04/02/2013 - 04/02/2017 Domestic Violence Awar. | Panding &
| Grant Menu 3 Save! I
; — 0 PROJECT TITLE
S Face sheet

Project Title &) PROJECT DATES

[ Domestic vitance Awarsnass and Prevention

GFD Code 172
&) APPLICANT AGENCY )
GFD Title ent Training Scholarship
E Couy GFD Start Dar=
¥ 5s service site? %0 £l Date
Qrganization: Baltimors County, Maryland =
Address ry Bxecutive AEpEEEEEEEEE (i
400 Washingtan Avenue Proposad End Date =
Budget Priority :
City. State Zip: Towsen, MO 21204
Ora Type: Py S— IR EAREE N D IO
Documents Couny: Baltimers County

Auth. Officiak Elemeon Draparer's Name John
DUNS Number: "

SAM Expiration Date:

Preparer's Phone (717) 555-1212

&) IMPLEMENTING AGENCY

¥1s service site?
Qrganization: Ealtimors County Police Departmant
Address 700 East Joppa Road

Data Entry Area
City, State Zip: Towson, MD 21286
Org. Type: Local Government
County:

Auth. Official

AUDIT REQUIREMENTS

Applicants must submit copies of any Audit Findings and Carrective Actian Plans with the application. Do not send a capy of your audited financial statements: ONLY
the applicable audit findings andy/or comrective action plan is raquired.

Figure 126 - Detailed Grant Application Screen

The Detailed Grant Application screen is divided into two areas — the Grant Menu sidebar and
the Data Entry Area.

e The Grant Menu sidebar displays a list of sections required to complete a grant
application.

e The Data Entry Area displays all of the required fields for each section in the Grant Menu
list.

Note: To successfully complete and submit a grant application, you must provide all of the

required information in each Grant Menu category as described in the remaining steps of this
process.

The Grant Application Screen displays the Face Sheet first by default. The Face Sheet is the
screen where you began the application process. If you need to update any face sheet

information (i.e., Project Title, Dates, or Application / Implementing Agency information), you
can do that here.
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e

GOVERNOR'S OFFICE OF

[ va—————] Lngout'@' ?

TARYT AN 5 e REING S
MARYLAND  CRIME CONTROL & PREVENTION
Home | Grant Management | Address Book | Admin | Logout |
Grant Management = Agplication Search
. Number: Grant Number: Req. Funds: Match Funds: Match %: Project Dates: Title: Application Status:
[Unassignad] 50.00 50.00 000% 04/02/2013 - 04/02/2017 Domestic Violence Awar.... Panding ¥
| Grant Menu 3 T\
b — 9 PROJECT TITLE
: Face Sheet Project Title | Dome 9 PROJECT DATES
GFD Code
9 APPLICANT AGENCY _
Setvice Sites GFD Title ement Training Sd
GFD Start Date
W Is service site? 570 End Dats

Budgst Priority

Documents

QOrganization:
Address:

City, State Zip:

Org. Type:

County:

Auth. Officiak

DUNS Mumbar:
SAM Expiration Date:

Baltimore County, Maryland
Office of the County Executive
400 Washington Avenue

Towson, MD 21204
Local Government
Baltimore County
Kavin Kamenetz

City, State Zip:
Org. Type:
County:

Auth. Officiak

AUDIT REQUIREMENTS

Baltimore County Police Department
700 East Joppa Read

Towson, MD 21286
Local Government
Baltimore County

Proposed Start Date
Proposed End Date 42,2017

9 PREPARER INFORMATION

|

Preparer's Name John Smith

Preparsr's Phans

Applicants must sul
the applicable audit findings

and/sr comective oction pian is required.

it copies of any Audit Findings and Corrective Action Plans with the application. Do not send a copy of your audited financial statements; ONLY

Figure 127 - Grant Menu Face Sheet Screen

Note: Make sure you click the Save button to save any changes you make here before moving to
the next item in the Grant Menu. If you don’t, you will lose any changes you’ve made.

7.3.1.4 Assign Officers

1. Click Officers in the Grant Menu to designate the officers for your project.
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GOVERNO!

MARYLAND | CRIME CC

5 OFFICE OF

Wistoams buck, adavicgbatimarssountymd gov Lngout—L'J' ?

NTROL & PREVENTION

Home | ‘Grant Management | Address Book | Admin | Logout |
Grant Management > Agplication Search
App. Number: Grant Number: Req. Funds: Match Funds: Match %: Project Dates: Title: Application Status:
I 5000 5000 000 % 04/02/2013 - 04/02/2017 Domestic Violence Awar.. | ending >
@ | Grant Menu 3
é —— Q) PROJECTTITLE .
. PROJECT DATES
Facs hest Project Title [ Domestic Vidlence Awareness and Prew [ 7)
Offfjass . GFD Code LETS
Q APPLICANT AGENCY
Serdrct Sites GFD Title raining Scholarship
imo Ma GFD Start Date
# Is service it 550 End Date
Narsat Organization: Baltimors County, Maryland —
Budget Address Office of the County Exscutive EEES &
400 Washington Avenus Propased End Date
Budget Priority
- City, State Zip: Towson, MD 21204
Print ) e m— 9 PREPARER INFORMATION
Documents y: Bakimore County ] —
Auth. Officiak: Kevin Kamenetz EER John Smith
DUNS Number:

11-104-0662 Preparer's Phone

¥ Iz service site?

Qrganization: Bakimore County Police Department
Address: 700 East Joppa Road
City, State Tips Towson, MD 21286
Org. Type: Local Govenment
County: Bakimor County
Auth. Officiat: James Johnson
AUDIT REQUIREMENTS

Applicants must submit copies of any Audit Findings and Corrective Action Blans with the opplication. Do not send a copy of your audited financial statements: ONLY
the applicable audit findings and/ar comective action plar i required.

ua.getadvantage.comfBLISGOCCP-Doc/Private/Custom/GOCCP/GrantApplication/External/Default. aspx?SearchType=2?&Distribution] D=566#

Figure 128 - Click Officers in Grant Menu

Wetzame brok, advdsBbatmars courtymgarl Lugnul@ ?

GO R'S OFFICE OF

MARYLAND ERL\H:' CONTROL & PREVENTION

Home | Grant Management ‘ Address Book | Admin | Logout | ‘

Grant Maragement > Application Search

App. Number: Grant Number: Req. Funds: Match Funds: Match %: Project Dates: Titles Application Status:

IL i S0.00 $0.00 0.00% 04/02/2013 - (4/02/2017 Domestic Violence Awar... Bending i

@ | Gram Menu 3

E OFFICERS

= Search

3 Select the project director. fiscal officer. and civil rights contact from the list of contacts in the drop down edit box. To add a new officer o contact to the GMS, contact

Face Sheet

support@gocen freshdesk com.

Officars

— ct Name Officer Organization Name Job Title
Service Sites
No records to displa
Officar Type: [Select One] -
Budget Priricy Name » Organization Joh Title

No records to display.

Documants

Figure 129 - Grant Menu Officers Screen
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e A Project Director, Fiscal Officer, and Civil Rights Contact are required by GOCCP for
every grant application.

2. Select Project Director from "Officer Type" drop-down list.

‘Welcams busk, adevictatmaorssountymd gavi Lngnut@ ?

GOVERNOR'S OFFICE OF

MARYLAND | = CRIME CONTROL & PREVENTION

Home | Grant Management | Address Book | Admin | Logout |
Grant Management > Agplication Search
App. Number: Grant Number: Req. Funds: Match Funds: Match %: Project Dates: Title: Application Status:
[Unassignad] $000 §0.00 0.00 % 04/02/2013 - 04/02/2017 Domestic Violence Awar._ Banding &
@ | Grant Menu
g OFFICERS
z| Search
£ == Select the preject director, fiszal officer. and civil rights contact from the list of contacts in the drop down edit box. To add @ new officer or contact to the GMS, contact

supportEgoccp. freshdesk com.

— Contact Mame Officer Type Organization Name Job Title Emnail
Service Sites
Mo records to display.

Summary
Marrative Officer Types [Select Onej =

[Select Cne
Budget Priarity Project Director

Fiseal Officar L\\,

Cwvil Rights Contact

'
Documents N records to display |, /

Figure 130 - Select Project Director from Officer Type Drop-down List

3. Navigate through the list of names to find and select your Project Director.
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Wabeoms bask, advic bsHimorssountymd gav Lngout'@' ?

GOVERNOR'S OFFICE OF

MARYAND — CRIME CONTROL & PREVENTION

Home ‘ Grant Management | Address Book | Admin | Logout | |
Grant Management > Application Seasch
App. Number: Grant Number: Req. Funds: Match Funds: Match %: Project Dates: Title: Application Status:
IUnassignad] $0.00 $0.00 000 % 04/02/2013 - 04/02/2017 Domestic Violence Awar..  Pending =
2 | Grant Menu r/
Z[ seaeh DI Narrow list based on
E = Select the project diractor, fiscal oficer and ciel ights contact from the it ofcon  Mlame, Organization, or ontact to the GMS, contact

support@gocep freshdesk com.

Officers Job Title

Service Sites
Na records 1o display.

Narrative Officer Type: Project Directer =

Budget Priority

Documents

Scroll through

names on page
Allen, Carol Baltimore County, Maryland

Berger, Suzanne Baktimore County, Maryland
Burris, Joszph £ Baltimere County Police Daparment TSR T,
Sarvices Bureau

Commander, Persans Crimes

Alford, Lomata Baltimare County Police Dapart

Campbll, John Baltimare County Police Dapariment Py
Scroll through pages Chambers, Tany Baltimare County Police Department Project Director
of names Cohen, Evan Baltimore County Police Department Operations Buraau
Conger, Joseph Baltimore County Police Department Emm:’:;:g“"""'““ e
3 Cordwell, Willam Baltimere County Police Depariment Project Director -
M|z 3P0  pagesiz: oo 53 ftems in 3 pages

Figure 131 - Find a Contact to Designate as an Officer

You can scroll through the contact names on the current page by dragging the slider up and
down, and you can scroll through the pages of names by clicking the next and previous buttons
or select a specific page in the page number drop-down list.

You can also narrow the list by typing information in the Contact Name, Organization, or Job
Title fields.

e Itis not necessary to enter any of this information in full — the search will locate any
contacts that contain any of the information you typed in.

e For example, if you know your Project Director’s Job Title has the word “clerk” in it, like
Account Clerk, type the word clerk into the Job Title field and press Enter. The search
will return any contacts with clerk in their Job Title, as shown below.
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L $0.00 $0.00 0.00 % 04/02/2012 - 04/02/2017 Diomestic Violence Awar..  Pending v
@ | Grant Men
El = OFFICERS
= Search
g’ Face Sh Select the project director, fiscal officer. and civil rights comtact from the list of contacts in the drop down edit box. To add @ new officer or confact to the GMS. contoct
Seeahest supporti@gocep.freshdesk com.
Officers
— Contact Mame Officer Type Ovganization Name Job Title Ermail
Sarvice Sites -
Mo records to display.
Summary
Marrative Officar Type: Project Director >
Budget
Budget Priority Select Contact Name » Organization Joh Title
i | | | | o T
Decumants
O Alford, Lormetta Baltimore County Police Departmept Acoount Clerk I
Q Pec, Malanie Baltimore County Police Departmel K Account Clerc I J

Figure 132 - Search Contacts using Keywords

4. Click the Check Box next to Contact Name to add that contact as the Project Director.

[OTESEIgIE=d] U T WU e TRUZFZULS - U UE 0T DOMESTIE VIOTETICE AlEr - =TT
G| Grant Mens ¥
] = OFFICERS
= Szarch
5 Face oh Select the project directar, fizcal officer. and civil rights contact from the list of contaets in the drop down edit box. To add a new officer ar contact to the GMS)
ace shest SuDDOrtEgoccn freshaesk com.
Officers
— Organization Name
Service Sitas
Mo reconds to display.
Summary
Marrative Officer Type: Project Director =
Budget
Budget Pricrity Contact Name « Organization Job Title
Print | | | | |d etk
Documents
Alford, Lorratta Baltimare County Police Department Aczount Clerl
Pack, Melanis Baltimare County Police Departrment Acoount Clerk

b

Figure 133 - Click Check Box to Select Contact

When the contact is selected, the Officers field is updated to display the selection. In this
example, the contact was added as the Project Director.
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5.

Face Sheet

suppartEgocen freshdesk com.

Service Sites

Account Jlerk I

Pace, M3 Melaniz Project Director Egitimare County Police Department

Home | Grant Management | Address Book ‘ Admin | Logout |
Grant Management > Application Search
App. Number: Grant Number: Req. Funds: Match Funds: Maitch %: Project Dates: Title: Application Status:
i 30.00 $0.00 0.00% 04/02/2013 - 04/02/2017 Domestic Violence Awar..  Pending -
@ | Grant Menu
o jemm e OFFICERS
= Search
§ Select the project director, fiscal officer, and civil rights contact from the st of contacts in the drop down edit box. To add a new officer or contact to the GMS, contoct

mpeck@baltimorecountymd gov

Narraive Officer Type: -

Project Director

Budget Pricrity Salect Contact Name Organization

Job Title

=

Documents

Alford, Lomretta Baltimere County Pofice Department

Account Clerk I

Figure 134 - Officer Added to Project

Note: the contact is added to the Officers list as soon as it is selected, so there is no Save button

on this screen.

If you select the wrong contact by accident, repeat the search starting with selecting Project
Director from the Officer Type drop-down list and clicking Select once you’ve found the correct
contact. The Project Director line in the Officers field is updated to the new selection.

Repeat steps 2-4 to assign the Fiscal Officer and Civil Rights Contact for your project.

Before you submit your application, you may change these contacts at will. Once your grant has
been awarded, you must go through the Grant Modification process as detailed in section 7.8.7.

Home Grant Management | AddressBook | Admin | Logout |
Grant Management > Application Search
App. Number: Grant Number: Req. Funds: Match Funds: Match %: Project Dates: Title: Application Status:
[Unassigned] $0.00 $0.00 0.00% 04/02/2013 - 04/02/2017 Domestic Violence Awar..  Panding =
@ | Grant Menu
[ OFFICERS
Z| Search
i P — Select the praject director, fiscal officer, and civil rights contact from the list of contacts in the drop down edit box. To odd a new officer or contact to the GMS, contact

Officars

Service Sites
- Pack, M Melanie Sraject Dirsctor Zaitimare County Pafice Depament  Account Clerk T mpeck@baitmarecountyma gor
mmary
AMord, Ms. Lometta Fiscal Officer Ealtimore County Police Department  Account Clerk 1T lalford @baltimorecountymd.gov
N tive
e Bakderson, Mrs, Carol A Civil Rights Contat_ Town of Ridgsly Town Clark-Treasurer Eridgelymid.org
Budget

Budgst Pricrity

Dficar Type Civil Rights Contact 5

Deocumants

| [

< Abbott, Rachel Lighthouss Church of Ged

(V] Achuff, Grace D District Court of Maryland

& Alban, Donna Tewn of Mew Windsor

Q Alford, Lorratta Baltimore County Police Department
(V] Ameold, Evatyn W St Mary's County Circuft Court

Church Clerk

Administrative Cerk

Tawm Clerk

Account Clerk IT

Clark of the Circuit Court

Figure 135 - Project Director, Fiscal Officer, and Civil Rights Contact Added to Application
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7.3.1.5 Add Service Sites

1. Click Service Sites in the Grant Menu to view and add service sites to your project.

‘istonme Lve, sduvieqathmonssountymed govi Lngnut—w' ?

GOVERN DFFICE OF

MARYLAND — CRIME CONTROL & PREVENTION

Home | Grant Management | Address Book | Admin | Logout |
Grant Management > Agplication Search
App. Number: Grant Number: Req. Funds: Match Funds: Match 36: Project Dates: Title: Application Status:
i 50.00 $0.00 000 % 04/02/2012 - 04/02/2017 Domestic Violence Awar... Pznding x
@ Grant Manu
S OFFICERS
-4 Search
H E— Select the project director, fiscal officer. and civil rights contact from the list of contacts in the drop down edit box. To add a new officer or contact o the GMS, contact
ace ohest support@goce freshdesk com.
Ciscac
 ——
Semvicg Sites
Pack Ms. Melania Project Director Bakiimore County Police Department  Account Clerk TT mpack@baltimaracountymd gov
Alford, Ms. Lometta Fizcal Officer Baltimore County Police Department  Account Clerk I lalford @baltimorecountymd.gow
Bakderson, Mrs. Carcl A Civil Rights Contact  Town of Ridgaly Town Clark-Treasursr  cbaldersan@ridgelymd.org
Budget Pririty Oficar Type: Civil Rights Contact x
Documents
‘ | | derk
[v] Abbo, Rachel Lighthouse Church of Ged Church Clark *
0 Achuff Grace D District Court of Maryland Adminictrative Clerk
0 Alban, Donna Town of New Windsor Towm Clerk
-

Figure 136 — Click Service Sites in Grant Menu

e Note: Any Service Sites indicated on the Face Sheet will automatically be displayed on
this screen.

2. Click Add new record to add a service site to your project.

Grant Management = Apphcabion Search
App. Number: Grant Number: Req. Funds: Match Funds: Match %: Project Dates: Title:
[Unassignad] 50.00 £0.00 0.00% 04,02/2013 - 04/02/2017 Domestic Violence Awar...
G | Grant Menu
g SERVICE SITES
z Search
g The service site is the location where your program will octually toke ploce. Please put the name of the place and the address. If your activity wil
Face Sheet . oy e e £ indicate that under the name of the service sife and leave the rest blonk. Remember the service site (= the
Officers f profect is loogted. NOT wour organ on's hegaguarters.
Sapvice Sites r@ﬁdd new record
Summary  Hame
- Add new record
Marrative \ j |
i
paines Baltimore County Police Department 700 East Joppa Road Towson, MD 21286-5505
Budget Pricrity , : -
abimer= Eouriy, hisylnd Office of the County Executive 400 Washingion Avenue Towson, MD 21204-
Print a0
Documants

Figure 137 - Add a New Service Site Record

3. Enter the site name and address then click the Checkmark to save or the X to cancel.
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App. Number: Grant Number: Req. Funds: Match Funds: Match 3%: Project Dates: Title: Application Status:
[Unassignad] 50.00 50.00 0U00 % 04/02/2013 - 040272017 Domestic Violence Awar... Panding =
@ | Grant Menu
[ SERVICE SITES
= Search
§ The service site is the location where your program will ectually toke pioce. Please put the name of the place and the oddress. if your activity will hove g stotewide,

Face Shest countywide or citywide impact, please indicate that under the name of the service sife and leave the rest blonk. Remember the service site (s the location where your

project is loeated, NOT pour organization’s headquarters.

Officers

Service Sites

Summary Address Active
Narrative | | | Active ¥

Eiriet Site Mame: Examéle Local Shelter Cigy- rederick
Budget Priority Address: Edd ress 1 Stater
print Addiessz:  laddressa | zip

Address 3: Tip +4&

il

3

1701

|

Documents

Active: T

Baltimore County Polce Department 700 East Joppa Road Towson, MD 21286-5505 + [ J
. : 5 Insert

Bakimore County, Maryland ;ﬁ;;e of the County Executive 400 Washington Avenue Towson, MD 21204 m

Figure 138 - Click Checkmark to Save New Service Site Record
7.3.1.6 Add Project Summary

1. Click on Summary in the Grant Menu to add a brief project summary. Instructions for writing the
Project Summary appear in the hardcopy NOFA.

[Unassignad] S0.00 $0.00 0.00% 04/02/20132 - 04/02/2017 Domestic Violen

@ | Grant Menu

! SERVICE SITES

=| Search . ) . ) .

g The service site is the location where ypour progrom will octually toke ploce. Please put the name af the place and the oddress. [f your o
Face Sheet

countywide or citywide impact, please indicate thar under the name of the sarvice site and leave the rest blank. Remember the service s|
project i locoted, WOT your organization’s heodguarters.

Add new record

Site Name

Site Mamne: |Example [Local Shalter | City Fraderick
Budget Priority Address: laddrezs 1 | Stater [Marand |
Print Address 2: |sddress 2 ] Tip: 21701
Daocuments Address 3: | | Zip +4

Active: ¥

Baltimore County Police Department 700 East Joppa Road Towson, MD 21286-5505

Baltimore County, Maryland ;ﬁ;;e of the County Executive 400 Washington Avenue Towson, MD 21204

Figure 139 - Click Summary in Grant Menu
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Based on the parameters outlined in the hardcopy NOFA, enter a summary of your project in the
Summary box and click the Save button.

Wetoams bask, adevi@tatimonssountymd gov! Lugout '(TJ' ?
GOVERNOR'S OFFICE OF

MARYLAND ~ CRIME CON'TROL & PREVENTION
Home | GrantManagement | Ac
Grant Management » Agplication Search Enter Summary
App. Number: Grant Number: Ri Title: Application Status:
[Unassignad] 3 0.00% 04/02/2012 - 04/02/2017 Domestic Violence Awar... :End'r_';
9| SeeneMem 3 w "
i. Search SUMMARY
§ Face Sheet Please provide o summary of the project.

The Center for A Healthy Maryland's Maryland H

Orfficers
- educate healthcare perso id
Service Sitzs programs. The praj i aryland
. ntimate parme pay a coordinat on the Health Care Respo
wmmary Vinlenoa: As anual for Hospitals, Faciliti. nCE.
Marrative
Budget

Budsget Pricirity

Print

Decumeants

Figure 140 - Add Project Summary
7.3.1.7 Add Project Narrative

1. Click Narrative in the Grant Menu to enter a detailed description of your project. Detailed
instructions for completing the Narrative appear in the hardcopy NOFA.

Grant Management = Application Search
App. Number: Grant Mumber: Req. Funds: Match Funds: Match %: Project Dates: Title:
[Unassignad] 5000 $0.00 0.00 % 04/02/2013 - 04/02/2017 Domestic Viol
@ | Grant Menu ¥
P Saarch SUMMARY
g Face Shagt Plegse provide o summary of the project.
Officers The Center for A Healthy Maryland's Manyland H
- aducate healthcare personnsl and aid madica as in developing in-house do c violen onse programs and partn
Service Sites programs. The praject will improve Maryland's healthcare response to domestic violence, rea ulations and i
ntimate parmer violence. Funds will pay & coordinator and trainers to conduct professional education and trainings on the Hea|
smmary Wiclenoz: An Advaocacy-based Manual for Hospitals, Facilities and Providers to better address intimate partner violence.
Marratiye
Budgh |
Print
Documents

Figure 141 - Click Narrative in Grant Menu

2. Click in the text box below the Editing Toolbar to begin typing in the detailed narrative for your
project. Click the Save button when you are finished.
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e The format content requirements for the Project Narrative are explained in the Notice
of Funding Availability (NOFA) for this grant. Failure to provide a properly prepared
narrative (as dictated by the NOFA) could delay the processing of your application.
Completing this section of the application is mandatory.

e Text for the narrative is stored as rich text, or formatted text, which means that you can
paste narrative into the application from a word-processing program. If you type your
narrative text directly into this application, you can still format it like you would in a
word processor, using bullet and numbered lists, indentation, and bold/italic characters,
all accessible from the Editing Toolbar.

| Home Grant Management Address Book
Grant Management > Agplication Search
App. Number: Grant Number: Req. Fund: . Project Dates: Title: Application Status:
) Editing Toolbar o o e ——
[Unassignad] 50.00 04/02/2013 - 040272017 Domestic Violence Awar... Sapng
&' | Grant Menu ¥ Caup
z__ Ssarch NARRATIVE
- Face Shest The format content requirements jor the Project Voot xpimined in the Notice of Funding Availability (NOFA) for this grant Failure to ;.'ofidea_h&er.‘ﬁa’ie 7 /
narrative (as dictated by the NOFA could delay your awara® teting this section of the application is mandatory.
Officers
s - 2 - o =
Service Sitas
B & U A~~~ |Tmesiew. « 16px = IE I EE ¥ go-&8 & om -
Summary
Narrstive Lorem ipsum delor it amet. conzectetur adipisicng elit, sed de elzmeod temper meididunt ut labore et delore magua aliqua. Ut
Budget enim ad numim veniam, quis nestrud exercitation ullameco laberis
Budget Priority . o . . . - - - -
- nizi ut aliquip ex ea commedo consequat. Duis aute irure dolor m reprehenderit m vohuptate velit esse cilhun dolore en fugiat
UL mulla pariatur. Excepteur smt occaecat cupidatat non proident, sunt m culpa qui officia desenmt mollit snim 1d est laborum.
Documents

Narrative Text Box

/" Design ©, Previsw Werds: 69 Charactars: 439

Figure 142 - Add Narrative to your application
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7.3.1.8 Create Project Budget

A project budget must be included with every grant application. You must enter budget information into

at least one of the following categories:

e Personnel

e Operating Expenses
e Travel

e Contractual Services
e Equipment

e Other

Note: Not all categories may be available (based on the parameter established in the NOFA).

The following procedure shows an example of creating a project budget containing a line item in the
Personnel budget category and providing the related budget justification. Repeat this procedure for
each category and line item associated with your proposed budget.

1. Click Budget in the Grant Menu.

App. Number: Grant Number: Req. Funds: Match Funds:
[Unassignead] $0.00 $0.00

@ | Grant Menu 3
E s MARRATIVE
E Face Sheet The farmat content reguirements for the Project Nomrative are exploined in the Notice of Funding Availability (NOFA] for this grm
o BN -0 5 LLREESER O- s I0F 90 B o H
Service Sites 1. DUNS Number: 358838932
— 2. CCF. Registration Date: Apphed for; See attached.
3

Marrative

Budag:
Budgst Pri

been recogmized as such by natonal profess
ical Association, 2002). Injuries due to dom)
ol 1 n 29% of all swicide attempts by women (Ame
Click "Bu dEEt 099). While the majority of mjuries sustaine
to domestic vielence each vear (DOJ. 200)
d women are more likely to have poorer he

glv healed.

Print

Documents

Activity Log

Special Conditiocns

Performance Measures

The 2010 Marvland State Police Uniform Crime Report hsted 17,931 reported domestic vielence crimes.
i vielence victimization is not reported to law enforcement. Pepulation Feportz, Ending Viclence Agamst }
Faderal Purpose partner at some tme m their ives. In April of 2002, a study of 611 women ivmg m low-mceme, urban 2
services of health care services. In fact. one-third of the wemen sampled said they did net Imow of the z¢
partner homicide 13 THE leadmg canse of death durmg pregnancy and the first postpartum vear among Iv

Keywaords

 Design | @, Preview

Figure 143 - Click Budget in the Grant Menu
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2. The Original Grant Application Budget screen is displayed:

D
Budget Version
| Funding | | Reports | Admin Drop-down List
e s o Search |
S § .
App. Mumber: L GG e Match Funds: Match %9 Title: Application Status:
[Unaszsigned] 30,00 $0.00 0.00% 11/01/2015 - 06/01/: iniel =
&' | Grant Appiication Menu M Orig a pplication Budg &a
elp levision reated | Budg
Number Date
$0.00 $0.00
@ contractual Services 50.00 0,00 0,00, 50.00
© otrer Reports Current s0.00 s0.00 s0.00 s0.00

Budget Version

Latals S, S0.00, SO0 S0

Figure 144 - Original Grant Application Budget Screen

Note two special areas of the Application Budget Screen: The current budget revision number is
reported in the upper-left area of the screen. When entering a budget for the first time, this will
read “Original Grant Application Budget”. The second special area is the budget version drop-
down list. If you've revised your original budget any number of times, you can select which
version you want to view using this drop-down list. The budget version drop-down list is
described in detail in section 7.3.3 - Add a Budget Revision.

3. To begin entering your original project budget, click the Expand icon next to the Budget
Category you want to add a new entry for. For this example procedure, click the Expand icon
next to the Personnel Budget Category. Then click the + icon beside Add New Record.

bt Number: Req. Funds: Match Funds:
$180,552.00 $0.00

Original Grant Application Budget
Budget Category

Personnel

Add new record

Description of Position

Figure 145 - Expand Budget Category and Add New Record

4. Add the required information to the new Personnel record as described below.
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Add new record Refresh

Description of Position Salary Type Funding Wage Type Wage Amount Total Budget Just Prionty  Edit Delete

| W e [ [ | | | ECH |
Figure 146 - Add Line Item Information

Description: Briefly describe the person’s role (for example: New Admin Assistant)
Salary Type: Indicate whether the line item is considered Salary, Fringe, or Overtime
Wage Type: Indicate whether the line item is Salary or Hourly

Funding: Select the means by which the position will be funded — Grant Funds, Cash
Match, or In-Kind Match.

The following provisions apply to match requirements:

= The sub-recipient may satisfy the match requirement with either CASH (e.g., funds
contributed from private sources or State and local governments such as a portion of
someone's salary) or

= IN-KIND services (e.g., services or goods donated by the applicant organization or other

entities such as a volunteer or donated food)

Funds from other Federal sources may not be used to meet the match requirement.

Funds or in-kind resources used as match must be directly related to the project goals

and objectives.

= Sub-recipients must maintain records which clearly show the source, the amount, and
the timing of all matching contributions.

= Sources of match are restricted to the same requirements as funds allocated under the
federal program and must be documented in the same manner as federal program
funds, including financial and programmatic reports.

43

e Annual Salary: Enter the annual salary for the position. If it is an hourly position, you
must annualize it to calculate the annual salary and enter it here.
e Requested Amount: Enter the amount of funds you are requesting for this resource.

Click the Checkmark below Edit to add the new line item to the Personnel budget category. If
you click the X button instead, the information you entered for this line item will be lost and you
will be returned to the Original Grant Application Budget screen.

Add new record

Description of Position Salary Type funding Wage Type Wage Amount Tofal Budget ~ Just Pronty  Edt  Delete

‘Physman v |Sa|ary v |GrdntFm' ‘Annual " | SId_S?C-H 514.570|

Figure 147 - Save new budget line item

After your new line item is saved, you are returned to the Original Grant Application Budget
window:
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Figure 148 - Budget Totals Updated based on New Line Item
The following budget amounts are updated to reflect the newly added line item:

e Budget Category Total for each Match Type
e Total of all Categories for each Match Type
e Total Project Budget

7. Repeat Steps 4 -7 for each budget entry you wish to make (expand category, add new record,
enter line item information, and save the entry).

g Weammbar Faqputsid Funds Mlarch Fungs % of Prajedt Cost

Figure 149 - Repeat Add New Record for each Budget Item
8. Budget totals are updated every time you save a new line item.

NOTE: While your new budget is saved, you must provide a justification for each entry in order
to submit your application, as described in the following section.
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7.3.1.9 Create Project Budget Justifications

In the previous section, we created a budget revision and added a line item within the Personnel budget
category. To provide a justification for that item, do the following:

1. Click the Expand icon next to Personnel.

Figure 150 - Add Budget Line Item Justification - Expand Record

Records within the category are expanded automatically, and the line item you added is shown.

2. Click on the Just link next to the pencil icon to display the text box that you’ll use to add your
budget item justification.

GEEGE  paanE R S P
=

Figure 151 - Click JUST to Enter Line Item Justification

3. Click in the Justification text box and type in the justification for the specific budget item you
just added, then click the Save button.

P (Bt ekt | el g Lo Ty R it an S x
-mwi-mwlww 1
o= & part iy nai 10.00 oo 5000
.00 oo 50.00
Cordrsriugl Sevaes 5920 ol 500
8.8 ey S0
Click Save 4400 tane sa.0

when finished

Figure 152 - Type in justification and hit Save
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4. Repeat this procedure to add a justification to every budget line item you created in your new
budget revision.

5. After creating a new budget revision, adding all required line items, and providing a justification
for each line item, proceed to the next steps to complete and finalize the application.

Budget Priority

Description of Pasition Salary Type Funding Wage Type TRy p— Total Budget Priority  Edit Delete
Physician $15,685.00

Physician Salary Grant Funds Annual $14,570.00 $14,570.00 View/Edit] 3 ra x
Physician Fringe Grant Funds Annual §1,115.00 §1,115.00 View/Edit] 4 £ bl
Project Coordinator $76,866.00
Project Coordinatar Grant Funds Annual $66,206.00 $66,206.00 View/Edit]

Project Coordinator Grant Funds Annual $10,660.00 $10,660.00 View/Edit]
Substance Abuse Counselor $65,635.00

Substance Abuse Counselor Grant Funds Annual $51,420.00 §51,24000 View/Edit]
Substance Abuse Counselar nage Grant Funds Annual $14395.00 § . liew/Edit [ a

Figure 153 — Line Items will be prioritized as you enter them

While creating your budget, you will notice there is a section that shows a Priority Number. The system
will automatically generate a number for each record that you enter into the system.

Grant Menu X

Search

Face Shest

Officers

Service Sites

Summary

Marrative

Budget

Budget Pricrity

Figure 154 — Select Budget Priority from the Grant Menu

1. Once the budget has been completed, under the Grants Menu, you can select “Budget Priority”
and prioritize your line items from your budget.
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BUDGET PRIORITY

Below i3 o kst of buciget line dterms that hove been entered for this project Sort them, by drogging and dropping, so that the muost essentiol dems ove of the fop of the fist

Salary

B Medication (Vivitrof)
§ Local travel between ORCC & Adult Addictions
10 Urine Drug Testing

Figure 155 — Select Budget Priority from the Grant Menu

2. From this section, you will be able to move the line items around from the most important to
the least important. To do this, you will simply click on the line item and drag it to the proper
location.

7.3.1.10 Finalize Grant Application

To summarize, the grant application process up to this point included the following tasks:

1. Create Application

Complete Project Face Sheet

Assign Officers

Add Additional Service Sites (if applicable)
Add Project Summary

Add Project Narrative

Create Project Budget and Justifications
8. Sort and Prioritize your Budget Line Items

NowukswnN

Finalizing a grant application includes tasks you perform using GMS and those you will perform
manually, as follows:

1. Attach Documents to the Application (Optional)
2. Review and Revise Application Prior to submitting it electronically in GMS
a. Generate a Draft (Pending Submission) Hardcopy
b. Review Draft Hardcopy
c. Revise Application in GMS if changes are required
d. Repeat a) through c) if necessary
3. Submit Application Electronically using GMS
4. Prepare and Deliver Hardcopy of Application
a. Print Hardcopy of Application using GMS
b. Collect Proper Signatures
c. Make Appropriate Number of Photocopies (as required by the NOFA)
d. Deliver Application Hardcopy to GOCCP

The tasks above that you perform in GMS are described in the following sections.
7.3.1.10.1 Attach Documents to Grant Application

1. Click Documents in the Grant Application Menu to the left of the screen.
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Home | | Reports | mamm | Logest |

g Humben Gram Humber, R, Fumdsy Manch Funds: Match % Praject Datess Titier
! 5008 seon s00% SL0L0S - GEOLDNE ‘Sanie Sowers Examgie for Docs

Auptvation Slatis:

By

Face Snanr

Semmary

Documents

Figure 156 - Access Documents in Grant Application Menu

2. Click the Add New Record icon to display the data entry screen.

e

Home Funding | Reports

Grant

Grant Management = Application Search

App. Number: Grant Number: Req. Funds’ Match Funds: Match %: Project Dates:

Title: Application Status:

[Unassigned] $0.00 50.00 000% 11/00/2015 - 06/01/2016

Grant Application Menu B B Add new Document

Face Sheet Add new Document

Daniel Sowers Example for Docu._ Pending

[ Refresh
Delete

I—H—\ Dl—lerl—| ® lcmen ~

P——

o
= _\lc recarz o display. )

Service Sites

Summary
Narrative
Budget

Budget Priarity.
Print

Documents

Figure 157 — Add New Document Record to Grant Application

Clicking Add New Record brings up the new document data entry screen:

]

D
Home Grant Funding | Reports | Admin | Logout
oot Mamagement + hoplcation Search
App. Mumber: Grant Number: Reg. Funds: Match Funds: ( Select Classification \ Title: Application Status:

[Unassigned] 50.00 50.00
Grant Apphication Menu

from Drop-down list

¥ Add new Document

Face Sheet

s oty

Classification: [Select One] e

Service Sites

Daniel Sowers Example for Docu. Pending

Document: Select

Document Name:

Budget Prioiity

Enter Name and
Description of
Document

Description:
Print

Performance Measures

Enter Document
Expiration Date
(Optional)

Progress Repors NG records o display.

Click to save new
document record

Figure 158 — New Document Data Entry Screen

3. Select a classification for the document from the Classification drop-down list.
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4. Click the Select button beside the Document field. This brings up a standard dialog box that
allows you to search for the document on your hard disk and select it. If your computer runs the

Microsoft Windows 7 operating system, the dialog will appear similar to the following figure:

Home | Funding | | Reports | Admin | Logout |
Grant Wanagement - Rpplication Seach
App. Number: Grant Number: Req. Funds: Match Funds: Match %: [ : Title: Application Status:
[Unassignad] ding
9| Grant Appication Menu B 1B A new Docum

|« Documents » My Documents » GOCCP » Documents Search Documents

QOrganize v New folder =~ 0 @

ervice Sites

EE—

W Favorites

Documents library

Anangeby, Folder +
Documents S

3 Libraries
%] Documents

Name Size Type

|@ Healthcare Response Grant App .. 17KB  Microsoft Word Document

Click to highlight file

18 Computer

|3 i | .

aupity Cutreact = | All Files -

Click to upload
file to GMS

I

Figure 159 — Select File from Computer to Upload to GMS

e Browse your computer for the file you wish to upload. When you locate the file, click on

it to highlight it, then click the Open button to upload the file to GMS.

e If your computer is running a different operating system, the dialog box may appear

differently — you would still just browse for the file and select it to upload it.

After you select the document to upload, you are returned to the Data Entry screen and the

document you uploaded is listed next to the Document label. Complete the remaining fields as

follows:

B

D
Home | Grant | Funging | Reports | Admin | Logout |

Grant Management = Agplication Search
App. Number: Grant Number: Req. Funds: Match Funds: Match %: Title: Application Status:
[Unassigned] 5000 5000 0,00 % L1/01/2015 - 06/01/2016  Daniel Sowers Example for. | Pending =
g | Grant Appication Wanu Add new Document 2 Refresh
g| Searh Edit Document Document Name Modified i Delete
| I [ S— — ] — ] —

Officers

— g :

Service Sites

@ Healtheare Response Grant App - Cammunity Outreach Research Info dacs

e N

HNarrative

Document Name: Community Outreach Research Information

This document contains facts and figures regarding the feasibility of a new healthcare response project within
the community, collected from 06-01-2011 through 06-25-2012.

Budget Priority
Spex ‘onditions Expiration Date: 6/1/2013 &

Performance Measures Intemal

Progress Reports

Click to save new
o records ta gplay k document record

Federal Purpose

Figure 160 — Complete Remaining Data Entry

5. Type a descriptive name for the document in the Document Name field.
6. Type a detailed description of the document into the Description field.
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7. |If applicable, add a date that the document will no longer be available. Either click the calendar
icon next to the Expiration Date field and choose a date by clicking on it, or type the date
directly into the Expiration Date text field in the format MM/DD/YYYY (ex. 05/01/2013).

8. (Accessibility based on permission) Click to place a checkmark in the Internal checkbox to mark
the document as Internal (GOCCP user only).

9. Click the checkmark icon to the lower left of the screen to upload and save the document to the
Funding Program. If you click on the cancel icon (X), the document will not be uploaded or saved
and you’ll be returned to the previous screen. The newly added document is now displayed in

the Documents list:

Project Dates: Title: Application Status:
11/01/2015 - 06/0L/2016 Daniel Sowers Example for Docu..  Pending

App. Number:
[Unassignad]

Newly added
vty document is
vint displayed in the list

Figure 161 — New Document Record Displayed in List

7.3.1.10.1.1 Working with Documents (Accessibility based on permission)

7.3.1.10.1.1.1 Internal / External Documents

When documents are uploaded to GMS, they can be marked as Internal (see step 8 in prior procedure).
Doing so will ensure that only GOCCP personnel can see the document. If a document is not checked as
Internal, it is External by default and can be seen by whoever is viewing the application or award.

When viewing a list of documents, you can use the Filter in the Internal column to determine how you
want to see internal or external documents:

1. When viewing the documents list, first click to place a check in the checkbox next to the filter in
the Internal column heading. Then click the filter icon.

TT
07/01/2016 - 06/30/2017  State Aid for Police Protec. Awaiting Hard Copy

& Refresh

Check the Internal
checkbox, then ——
click on the filter EreTie

icon NotEqualTo
IsNul
MNotlsNul

2. The filter allows you to specify how you want to view internal documents. Select:

a. EqualTo to show you every document that is checked as Internal
b. NotEqualTo to show you every document that is not checked as Internal
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7.3.1.10.1.1.2 Expired Documents

When a document is added to a grant award it can be assigned an expiration date. When viewing the list
of documents for a grant award, you can apply a filter to view all documents, only current documents

(documents that are not yet expired) or expired documents only.
To use the Expired filter:

1. Click the arrow on the drop-down list in the Expired column:

Reported %: Match: Match Rept. %: Project Dates: Tithe: Grant Status:

000 % 11/01/2015 - 05/31/2016 Child Advocacy Center Service Acceptance Documents Due

2 Refresh

nt: Count: 2
Document 1 10427/2015 10/27/2015 SuperAdmin

Document 3 10/27/2015 10/27/2015 SuperAdmin
Document 2 10/27/2015 10/27/2015 SuperAdmin
indence: Count 1

d Document § 10/27/2015 10/27/2015 SuperAdmin

d Document 4 10/27/2015 10/27/2015 SuperAdmin o’ *

a. Click All to view all documents regardless of their expiration status.

b. Click Expired to view only expired documents. A checkmark will appear in the checkbox

in the Expired column and only expired documents will be displayed.

Document Name Modified By Internal

| O

d Document 5 10/27/2015 10/27/2015 SuperAdmin

spondence; Count: 1

B2 Refresh

Delete

c. Click Current to view only documents that are not expired:

50.00 0.00 % 11/01/2015 - 05/31/2016  Child Advocacy Center Ser...

Acceptance Documents Due

=

B Refresh
ument Name Created Modified By Internal  Expired Delete

| ) | [ ) o) curen -

10/27/2015 10/27/2015 SuperAdmin
10/27/2015 10/27/2015 SuperAdmin

10/27/2015 10/27/2015 SuperAdmin

ment 4 10/27/2015 10/27/2015 SuperAdmin & x
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7.3.1.10.2 Generate and Review a Draft (Pending Submission) Hardcopy of the Grant Application

Hardcopies generated before completing electronic submission say “Pending Submission” and will not be
accepted by GOCCP. Use this hardcopy of the application as a review tool. After you electronically
submit the application, you can generate and print a final hardcopy, which you will deliver to the GOCCP
manually.

1. Use the instructions in this section to generate a draft hardcopy of your complete application in
PDF format.

2. Print the hardcopy or view the PDF on your computer and review it for completeness. If you
notice incomplete or incorrect information, edit the relevant section of the application using the
instructions in Sections 7.3.1.3 through 7.3.1.9.

3. Repeat the first two steps until the application is complete and all the information is correct. At
this point you can proceed to the next section and electronically submit the application.

To generate a draft hardcopy of your grant application in PDF format:

1. Click Print in the Grant Application Menu.

Home | Grant | Funding | ‘Address Book ‘ Reporis | Admin | Lo
Gran t > Agplication Search
App. Number: Grant Number: Req. Funds: Match Funds: Match %:
[Unassignad] $0.00 $0.00 000%

Grant Application Menu 3

NARRATIVE

The format content requirements for the Praject Namative are explained in the Notice of Funding Availability (|
award. Completing this section of the applicatior

B A0 G M W B

A

-HEE EEAH =
EFIEE TV GgOo-4a9

Click "Print" in Grant
Application Menu

and has been recognized as such by
necologists (ACOG). and The Jomt
care resources, accounting for an e
pts by women (American Peychelogical
| assaults (Fanuly Vielence Prevention F|
d lacerations. an estimated 73.000 iy
viclence each vear (DOJ, 2007). Overall 5 ow that victims of domestic violence|
exposed to sbuse (Delezal. 2009). In general, sbused women are more likely to have poo
and may suffer the long-term health and mental health consequences of viclence long afte)

The 2010 Marvland State Police Uniform Crime Report listed 17931 reported domestic 4
United States Department of Justice (DOT) estumates that 40% of family vielence victmig

/" Design | @ Preview

Figure 162 — Access Print from Grant Application Menu

2. Click the Report drop-down list arrow and select the report you want to print.

App. Number: Grant Number: Req. Funds: Match Funds: Match %: Project Dates: Title: Application Status:
[Unassigned] $0.00 $0.00 0.00 % 11/00.2015 - 06/01/2016 Dagiel wzrsExample ... Pending A

2 | Grant Application Menu . _j.;
4 | PRINTREPORT
Z| Search Select report from
8| Face sheet Please select the reports to print drop-down list
3 - Report:| Grant Application Report
H Prir Grant Application Report Face Sheet
= Service Sites Denied Fund [
Sun WEnied Funding Personnel Budget
5 ry Application Dat
vt Op{ ~PPlication Lata Contractual Services Budget
Narrative Application Process And Certification o
EqUIDITENT BUTgET IEr BUUgEr Civil Rights
Budget Service Sites Assurances Anti-Lobbying

Budget Priority

Print

Documents

Figure 163 — Select Report from Drop-down List
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3. The "Grant Application Report" is a complete report of your application and contains several
forms. Click in the checkbox beside each form you wish to be included in the report, or click in
the checkbox beside “Print All Forms” to select all forms automatically.

Ap per: Req. Funds: Match Funds: Match %: Project Dates: Title: Application Status:
i Click "Print All $0.00 $0.00 0.00 % 11/01/2015 - 06/01/2016 Daniel Sowers Example ... Pending -
2| Forms" toinclude =
3 all forms in the PRINT REPORT Y
b report Please select the reports to print.
2 Report:| Grant Application Report h
=
E - L Print All Forms Cover Sheet ¥ Face Shest
Service Sites
Summary and Narrative ) Project Budget Summary (¥ Personnel Budget
Summary )
¥l Operating Expenses Budget ¥ Travel Budget ¥ Contractual Services Budget i ) :
e Click Printer icon to
Equipment Budget Civil Rights )
Budge ) . generate report in PDF
udget Service Sites Assurances Anti-Lobbying

Format

Budget Priority

Print Or select individual
Documents forms one-by-one to
Activity Log include in report

Special Conditions

Performance Measures

Figure 164 — Select Forms to Include in Report
4. Click on the Printer icon to generate a report containing the items you selected.

5. If you are using Microsoft Internet Explorer, a dialog box will appear at the bottom of the
browser when the report is ready:

App. Number: Grant Numbor: Req. Funds Match Funds: Match %: Project Datesr: Tithe: Application Status:
20,00 $0.0 000% 11/04/201% - 050172026 Daniel Sovetrs Expmnple for Doe..  Pending

'
PRINT REPORT
Pleane select the reEports fo prnt.

H
i
B Face theet
L
]
H

Repork: Gears ; ¢ =
e port: Geant Application Repart
1 prin A8 Feemne o Thast W Faze Shest
Senvice Sites 2 = :
1 Summary and Mamative b Progect Budget Summary b Personnel Budget
i 7 Cperating Expenses Budget [ Travel Budget B Contractusl Servces Budget
[I— | Equprment Bustget Other Budbget il Rights Click SAVE to save the
Budget Service Sites Avourneces | Anti-Lobbyng PDF file to your
Bidget Priodity computer hard disk
Print Click CANCEL to cancel
Ducuments Click OPEN to apen the printing - report will
Actnity Log

report in Adobe not be generated

Acrohat Reader

Special Conditions

Parfoemanca Masturat

[ D i wart 1 oper g sive Grant Application Reportpd! from vagebavantage.com? | Open St 7] | Comadl l

Figure 165 — Select Forms to Include in Report

e C(Click OPEN to view the report in Adobe Acrobat Reader, click Save to save the PDF file to
your computer hard disk, or click CANCEL to cancel generation of the report.

e If you use a different browser, you will still have the same options, but they may be
presented differently.

6. If you selected OPEN, the report will now be displayed in Adobe Acrobat Reader:
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BOOK REpOTTS BT

TomeE | oTanT ]

TogouT

rant Management > Application Search

Project Dates:
11/01/2015 - 06/01/2016

App. Number: Grant Number: Req. Funds: Match Funds: Match %:
[Unassigned] $0.00 $0.00 0.00 %
9| Grant Application Menu ¥

=

==X

[ Fie Edt View Window Help

Title:

Daniel Sowers Example for Doc...

Application St
Pending

*

o —
earch
Bl lect the reports to print.

Fa,

ST UBRESEaY I

If you selected OPEN from
the browser dialog box, the
report will be displayed in

Adobe Acrobat Reader

appicant:  Fradsnck County, Marylsna
Project Title: Daniel Sowers Example for Documentation

Locsl Govemment
Submitisd:  Pending Submisslon
Funding Year:

Frederick
Start Dats: 11012015
EndDats: 0RE12018

Govemar's Offoe of Crime Control & Preverton - Giant Applcaion Fom

Law Enforcement Training Scholarship (LETS)

DUNS Number:
SAM Expiration

i

Implementing Agency:
Frederick County. Mariand
Winchester Hall

12 East Church Sireet
Frederck, MD 21701 5402
(301) E24-6000

ppiicant:
Fregerick County, Marytand
inchester Hall

East Church Street
Frederick, MD 21701 5402
(201) 604-9000

=

FAX: (301) B4-1340

FAX: (301) 804-1848

Activity Log Autnorized Official:  Garoner, Jan

o

Jgardnen@rederickoountymd.
Frederck County, Maryand
Winchaester Hall

12 East Church Street

Fraderck. MD 217015402
(301) BO0-3180

Special Conditions

Performance Measures
FAX: (301)604-1843

Progress Reports

Federal Purpose Funding Summary 0% Grant Funds $0.00

04%  CashMatch 00
0O%  Inind Match $0.00

Total Preject Funds

Figure 166 — Select Forms to Include in Report

Review your Grant Application

Be sure to carefully review all of the forms you printed as part of your application.

In addition to checking it for completeness, ensure that contact names and addresses, email addresses,
and signature lines are all present and correct. Often when any of these items are missing or incorrect, it
means your user ID or other contact information may have not been set up correctly in GMS. For

example:

o If the name of the Authorized official is missing from the signature line of the Assurances or Anti
Lobbying forms, then an Authorized Official must be assigned to the Organization. Select
Address Book, Organizations, Edit Organization, and use the drop down list to select an
Authorized official (refer to Section Navigating GMS for further instructions if necessary). The
application report will now include the name of the Authorized Official.

e If the email or address in a letter is missing, then your contact information in the GMS address

book needs to be updated.

e If you (or your implementing agency) address is missing, then your organization’s information

needs to be updated in the GMS address book.

e If you notice any of these issues with your reports, please contact GMS support to have your

information updated or corrected.

If you notice incomplete or incorrect information, edit the relevant section of the application using the

instructions in Sections 7.3.1.3 through 7.3.1.9 accessible via the Grant Application Menu:
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o
App. Number: Grant Number: Req. Funds: Match Funds: Match %: Project Dates: Title: BF
[Unassigned] $0.00 $0.00 0.00% 11/01/2015 - 06/01/2016 Daniel Sowers Example for Doc...  Pending
2| Grant Application Menu x
o
;e PRINT REPORT
g .
T Face sheet Please select the reports to print.
i e Report: Grant Application Report -
H - [ print All Forms [Jcover Sheet [V Face Sheet
Service Sites

[JSummary and Narrative [ Project Budget Summary ] Personnel Budget
i i

Summary

] Operating Expenses
[ Equipment Bud,

es Budget

Budget Priority

Make any revisions to the
application using the Grant
Application Menu

Documents
Activity Log
Special Conditions

Performance Measures

Progress Reports

Federal Purpose

Figure 167 — Make Revisions using the Grant Application Menu

You can print a draft grant application report at any time after making revisions. When you have
completed the application, proceed to the next step and electronically submit the application.

7.3.1.10.3 Electronically Submit Grant Application to GOCCP

1. Submit your application to GOCCP by clicking in the Status drop-down list and selecting Submit
Application.

Welcome back, SuperAdmin! Logoutw ?

GOVERNOR’S OFFICE OF

MARYLAND  CRTME CONTROI., & PREVENTION

Home ‘ Grant Management | Funding Management | Address Book | Reports | Admin ‘ Logout

Grant Management > Application Search

App. Number: Grant Number: Req. Funds: Match Funds: Match %: Project Dates: Title: Application Status:
[Unassigned] $0.00 $0.00 0.00 % 11/01/2015 - 06/01/2016 Daniel Sowers Example ... Pending M
2 | Grant Application Menu x Add new Document Pending
- E_~ Cancel Application
1 arc Edit Document  Document Name Vodified By P . Submit App“‘am%
= Officers
] ~  Classification: General Document; Count: 1 from the Status
g Service Sites A
/7 Download Community Outreach Drop-down List perAdmin
Summary Research Info
Narrative

Budget

Budget Priority

Print

Documents
Activity Log
Special Conditions

Performance Measures

Progress Reports

Federal Purpose

Keywords

Figure 168 - Submit Application to GOCCP by Changing Status to Submit Application

2. The Submit Application process validates rules to make sure all required fields are completed
and correct.

3. If validation fails, a list of required fields will display indicating what needs to be completed in
Grant Application
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4. When validation is successful, the status will change to “Application Submitted” and a message
is displayed to confirm that your application has been submitted.

“Your application has been successfully submited!

Figure 169 - Submission Confirmation Message

5. Click the OK button in the submission confirmation dialog box, which will bring you directly to
the Print screen where you can print the final hardcopy which you will deliver to GOCCP
manually, as described in the following section.

7.3.1.10.4 Prepare and Deliver Hardcopy of Application

When you generate a report after successfully submitting the application in GMS, the report will no
longer contain the text “Pending Submission”, and can be delivered to GOCCP in hardcopy format. Refer
to the instructions in Section 7.3.1.10.2 for printing your hardcopy report. To complete the application
process:

e Collect Proper Signatures (have the Authorized Official for the Applicant Agency sign in the
appropriate places)

e Make Appropriate Number of Photocopies (as required by the NOFA) and attach any letters of
support or other documents to the paper application

e Deliver Application Hardcopy to GOCCP: An original and appropriate number of copies need to
be delivered to GOCCP by the hardcopy deadline. The number of copies and deadline dates are
outlined in the hardcopy NOFA.

7.3.1.11 View New Grant Application in Home Page

1. You can now view your newly submitted application.

2. Click Home to return to your home screen.
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GOVERNOR’S OFFICE OF

ND | CRIME CONTROL & PREVENTION

Home L Grant M t | Funding M t | AddressBook | Reports | Admi
-~ -n.‘
Grant M t > ication S
rant Managemen g ion ;! Click "Home" to
App. Number: Grant return to GMS Match Funds: Match %: Project Datg
[Unassigned] Home Page $0.00 0.00 % 11/01/2015 -

Grant Application Menu

Search 4 Do

Do e ed 0
Face Sheet |E ‘ | | ‘ E | I

Officers

w Classification: General Document; Count: 1

a
=

ps

3

2

2

F

]

=

b

[

E
l i

Service Sites Community Qutreach

Research Info

Download 10/14/2015 10/

Summary

F— |

Figure 170 - Click Home to Return to your Home Screen

3. Your new application will appear in the Applications Dashboard, with the Status of Awaiting
Hardcopy.

[ Refresh

Awaiting Hard Copy

Active
¥ 2012-81-0002 Comprehensive Violence Prosscutian 07012012 06/30/2013 swaiting Hard Cogy “
472/2098 “ v

L ¥ 2015-B)-0132 Problem Sohving Courts/Veterans Court Program W001/2015 09/30/2016 #waiting Hard Cogy

10/1/2015 e Q 5 Data Analytics 09/01/2015 08/31/2016 Awaiting Hard Copy

¥ State Aid for Police Protection 07/01/2016 08/30/2017 2waiting Hard Cogy

State Aid for Police Protection 07/01/2016 06/30/2017 swaiting Hard Cogy

e
¥ Dariel Sowers Example for Documentation 1 08/01/2018 Awaiting Hard Copy
1 TR TEREDY

¥ QL0 06/30/2017 g Hard Copy

¥ 2015-50-0008 20/2017 waiting Hard Copy

5 201 ] 053 Auwaiting Hard Copy

2015-59-0011 A 9 Awaiting Hard Coy
“ New Application appears as 3 e ceey
¥ 2015-50-0012 e 7 #waiting Hard Cogy
Awaiting Hardcopy

0/201 aiting Hard Com b

Z015-8)-0051  Medication Assisted Treatment/Reentry 1040142015 03/30/2016 $51750.00 Acceptance Decuments Dus

2015-8)-0035  Combating Heroin Use and Trafficking 10/01/2015 08/31/2016 $24700.00 Acceptance Documents Due

100172015 0873120 5102

0107

Figure 171 - New Application is displayed in Home Screen - Applications Dashboard
7.3.2 Withdraw a Grant Application (Internal Process)

GOCCP administrators with the appropriate permissions can withdraw an application any time before
the grant is awarded.

1. Locate the application you want to withdraw in the Grant Applications Dashboard
2. Click the Edit icon to bring the application up in the Grant Application Menu
3. Click the Status drop-down box and select “Withdraw Application”

o The grant application will automatically be withdrawn and the status will be changed to
“Application Withdrawn”.
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Click "Withdraw ! esiing Hasd Eapy i
Application"

Figure 172 - Withdraw Grant Application

7.3.3 Add a Budget Revision
7.3.3.1 About Budget Revisions

In GMS, the original (empty — unpopulated) budget for a grant application is called the Original Grant
Application Budget.When you populate a budget for the first time, it is called Budget Revision 0.

e Any time you revise, update, or add line items to your project budget after it was originally
submitted, a Budget Revision is createdand an auto-incremented numbert follows (for example,
Budget Revision 0, Budget Revision 1 and so on).

e This provides you with an audit trail of all changes made to your project budget; each revision
can be viewed individually at any time from the main project budget screen by using the Budget
Revision Drop-down List.

7.3.3.1.1 Budget Version Drop-down List
To view prior versions of a budget using the Budget Version Drop-Down List:
1. Locate the Budget Version Drop-Down List and click the arrow to bring up the list:

Grant Status:

Acceptance Documents Due

Tithe:
Child Advocacy Center Services ...

Select to view g revision B Print [ Refresh

$1,773.00

50.00 . . $3.200.00
Click arrow beside

S0 "Select to veiw a CEEICT

50.00 $6.925.00

revision” Drop-down list

2. The drop-down list provides a list of all budget revisions — click on a revision to select it:

ates: Title: Grant Status:
L - 05/31/2016 Child Advocacy Canter Senices .. Acceptance Documents Dus bt

R‘H Print [ Refresh

tch Total In IRESEEN Created Total

Mumber Date
$0.00 1 09/28/2015 $14.40400 $0.00
/03,2015 §11504
$0.00 0 _Dous/a015 $11.504.00 s0.00
$0.00 50.00 $1.779.00
£3,200.00
Select Budget Revision from
A £2,500.00
Drop-Down List

$6,925.00
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3. The version of the budget you selected is now displayed. Note that in this example, budget

revision number 0 was selected. This is reflected in the upper-left corner of the screen:

GOVERN JFES

MARYLAND CRIME C

wetecme e, spersarn | ogout @ @

Selected Budget

Home | Grant Man i | Fy Revision is noted | Reports | Admin | Logout |
Grane Management = Award Search P L
Fxﬂ Advantage Audited Page / H (%G = O
Grant Award Budget Revision $0 P print [ Refresh
Help lutlgn(ﬂegnqr* Total Grant Funds Total Cash Match Total Budget
> &  Personnal £0.00 £0.00 40,00 £0.00
> &)  Operating Expenses 50.00 50.00 50.00 50.00
> o T $1,779.00 £0.00 $0.00 $1,779.00
> 9 Contractual Services $3,200.00 50.00 50.00 $3,200.00
@  cquipment 50.00 50.00 $0.00 50.00
> @ other $6,925.00 50.00 50.00 $6,925.00
Totals: $11.904.00 $0.00 50.00 £11.904.00

7.3.3.2 Creating a Budget Revision

Following is a summary of steps involved in creating a budget revision for your project:

NOTE: Before proceeding, it may be helpful to generate a printed budget notice.

1.

Begin by clicking on Add New Budget Revision. The Add New Budget Revision window is
displayed:

] T an saop sao0 o

Figure 173 - Add New Budget Revision
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e The Add New Budget Revision window is displayed, maximized and pinned within the
process area. In the upper-right corner of the windows are icons that allow you to resize
the window so that you can simultaneously view the most recent version while you’re
editing the new revision:

E

Figure 174 - Add New Budget Revision Window (Resized to view Current Budget Revision)

NOTE: Although you can view the most recent budget revision in the background, while the Add
New Budget Revision window is active — maximized or not — you can only work within it; to get
back to the main Budget Revision screen you must either save or cancel editing the new
revision.

Click the Expand icon next to the Budget Category you want to add a new entry for. For this
example procedure, click the Expand icon next to the Personnel Budget Category. Then click the
+icon beside Add New Record.
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Add New Budget Revision ==
Grant Application New Budget Revision Save Budget Revision [ Cancel Budget Revision [B Refresh

o — Total Grant Funds Total Cash Match Total In Kind Total Budget
I v ©  Personnel $0.00 $0.00 $0.00 50.00
Add new record Refresh
Name Description SalaryType Wage Type  Funding ot kil b i

Budget
. Sy <] () [emmre] [ []
No records to display.
> ©  Operating Expenses $0.00 $0.00 $0.00 $0.00
> ©@ Tave $0.00 $0.00 $0.00 50.00
> ©  contractual Services $0.00 $0.00 $0.00 $0.00
> ©@  Equipment $0.00 $0.00 $0.00 $0.00
> ©@ other $0.00 $0.00 $0.00 $0.00
|| Totals: 50.00 $0.00 $0.00 50.00

Figure 175 - Expand Budget Category and Add New Record

Add the required information to the new Personnel record as described below.

|
Add new record Refresh

Name Salary Type  Wage Type  Funding BUL::: Just. Edit Delete

v
Jim Laucher - Salary for part-time community coordinator Salary ~ Annual ™ Grant B $10,000 10004

No recards to display.

Figure 176 - Add Line Item Information

e Name: If available, type the name of the person in your organization you want to fund
with this grant. If you have not yet hired the person or assigned someone to this
position, leave this field blank.

e Description: Briefly describe the person’s role (for example: New Admin Assistant)

e Salary Type: Indicate whether the line item is considered Salary, Fringe, or Overtime

e Wage Type: Indicate whether the line item is Salary or Hourly

e Funding: Select the means by which the position will be funded — Grant Funds, Cash
Match, or In-Kind Match.

The following provisions apply to match requirements:

= The sub-recipient may satisfy the match requirement with either CASH (e.g., funds
contributed from private sources or State and local governments such as a portion of
someone's salary) or

= IN-KIND services (e.g., services or goods donated by the applicant organization or other

entities such as a volunteer or donated food)

Funds from other Federal sources may not be used to meet the match requirement.

Funds or in-kind resources used as match must be directly related to the project goals

and objectives.

43
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= Sub-recipients must maintain records which clearly show the source, the amount, and
the timing of all matching contributions.

= Sources of match are restricted to the same requirements as funds allocated under the
federal program and must be documented in the same manner as federal program
funds, including financial and programmatic reports.

e Annual Salary: Enter the annual salary for the position. If it is an hourly position, you
must annualize it to calculate the annual salary and enter it here.
o Requested Amount: Enter the amount of funds you are requesting for this resource.

3. Click the Checkmark below Edit to add the new line item to the Personnel budget category. If
you click the X button instead, the information you entered for this line item will be lost and you
will be returned to the Add New Budget Revision window.

I
Add new record Refresh

Name Description Salary Type  Wage Type  Funding Wage Amount BL‘;‘:(' Just. Edit Delete

Jim Laucher - Salary for part-time community coordinator Salary ~ Annual ™ Grant B $10,000 10004 n

No records to display.

Figure 177 - Save new budget line item

4. After your new line item is saved, you are returned to the Add New Budget Revision window:

[T Add New Budget Revision -
Grant Application New Budget Revisicn
Help  Budget Category
» &  Peronnel 50.00 50.00 $10,000.00
> &) Opersting Expenses 2 50.00 50.00 50.00
3 ©@ T 50.00 50.00 s0.00 5000 |
> 4 ©  Contractual Services 50.00 50.00 50.00 50.00
ol (7] Equipment 50.00 50.00 50.00 50.00 |
30 © ot $0.00 50.00 50.00 50.00

[ | Totals: $10,000.00 s0.00 5000 $10,000.00

Figure 178 - Budget Totals Updated based on New Line Item

The following budget amounts are updated to reflect the newly added line item:

e Budget Category Total for each Match Type
e Total of all Categories for each Match Type
e Total Project Budget

o

Similarly you can delete a previously entered budget item by clicking the X in the Delete column.

o Other $2,000.00 $0.00 $0.00 $2,000.00

Add new record

Description Funding i Total Budget  Just.

DV Shelter repairs Grant Funds 20 01 $2,000.00 J[”‘r::'r‘:t] Vs x
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6. Repeat the steps above for each budget entry you wish to make (expand category, add new
record, enter line item information, and save the entry).

(=] Add Hews Budget Revision

Gran Application Mew Busget Revision

L Mudgerl Lasegary

Operating Expenses
Travel

Contractsal Services
Equipmant

QO0CQOOf

Tetals:

$10,000.00
s0.00
50.00
$0.00
s0.00
s0.00

EESEEE

§8888

s0.00

50.00

Figure 179 - Complete Remaining Budget Entries

7. When you’ve entered all of your budget line items, click the Checkmark beside Save Budget

Revision.

[ A Hews Budget Revision

Girar Applicstinn Mew Budget fevision

L Mudgerl Lasegary

ke
7]
(7]
(7]
(7]
[7]
[7]

Operating Expenses
Travel

Contractsal Services
Equipmant

Tetals:

$10,000.00
s0.00
50.00
$0.00
s0.00
s0.00

EESEEE

§8888

s0.00

50.00

Figure 180 - Click Save Button to Save Budget Revision

8. You are returned to the main Budget Revision screen and see a new Budget Version Number:
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Add Budget Revision Current Grant Award Budget (#1) 3 original Budget [ Previous Budget B Print (3 Refresh

Narrative Total Grant Funds Total Cash Match

Goals/Objectives
Operating Expenses
BT Travel $0.00 $0.00 $0.00 $0.00

[7)
(7]
(7]
Documents ©  Contractual Services 50.00 50.00 50.00 $0.00
Activity Log -

- 9 Equipment $0.00 $0.00 $0.00 $0.00
Performance Measures 9 Other
Progress Reports
Federal Purpose
Site Visits

Audits

Notice of Dispute
[A—

Grant Links

Close Out

Reports

Grant Award GAN

Figure 181 - Returned to main Budget Revision screen with a new budget version number

NOTE: While your new budget is saved, you must provide a justification for each entry in order
to submit your application, as described in Section 6.2.1.9.

7.4 Viewing Grant Applications and Awards by Funding Year

The GMS Grant Management screen provides a central location to view all Funding Years and any grant
applications and awards associated with them. To access this screen:

1. Select Grant Management from the main Grant Management menu in the navigation bar:

Grant Management Funding Management | Addrel

Application Search
Award Search

Folder Management

Multi-fund test

10/26/2012

Figure 182 - Access the Grant Management Screen

2. The Grant Management screen is displayed:
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4.

b

Home | GrantManagement | FundingManagement | AddressBook | Reports |

Grant Managamant > Grant Managemant

Baltimore City Community Policing - 2005
Baltimore City Community Policing - 2006
Baltimore City Community Policing - 2007
Baltimore City Community Policing - 2008
Baltimore City Community Policing - 2000
Baltimore City Community Policing - 2010
Baltimare City Community Policing - 2011
Baltimore City Community Policing - 2012
Baltimore City Community Policing - 2013

City Firearm Violence F Program - 2006
City Firearm Violence F Program - 2007
City Firearm Violence F Program - 2008
City Firearm Violence F Program - 2009
City Firearm ion Violence F ion Program - 2010
City Firearm Violence F Program - 2011
City Firearm Violence F Program - 2012
City Firearm Violence F Program - 2013

Baltimore City Foot Patrol - 2005
Baltimore City Foot Patrol - 2006

)2 3 o 5 - (o)) raceselso -

09/30/2003 09/30/2003 2005 =
09/30/2004 09/30/2004 2006
09/30/2005 09/30/2005 2007
09/30/2006 09/30/2006 2008
09/30/2007 09/30/2007 2009
09/30/2008 09/30/2008 2010
09/30/2009 09/30/2009 2011
09/30/2010 09/30/2010 2012 —
09/30/2011 09/30/2011 2013
09/30/2004 09/30/2004 2006
09/30/2005 09/30/2005 2007
09/30/2006 09/30/2006 2008
09/30/2007 09/30/2007 2009
09/30/2008 09/30/2008 2010
09/30/2009 09/30/2009 2011
09/30/2010 09/30/2010 2012
09/30/2011 09/30/2011 2013
09/30/2003 09/30/2003 2005
09/30/2004

Figure 183 - GMS Grant Management Screen

Locate the Funding Year you wish to view, and click the Expand icon next to that Funding Year
record. Any Grant Applications associated with the Funding Year are shown nested below the

record and sorted by Application Number.

| Expanded Record

Dffice of the State’s Atlarney for
Battimore City
Office of the State’s Attorney for
Baitimore City

Comprehensive Vichence Prosecution

Comprehensive Viclence Prosecution

swarded /012012 06/30/2013
2:;)'“" s aT/t/012 0631013

Figure 184 - Expanded GFD Record in Grant Management Screen

To view grant awards associated with an application, click the Expand icon next to the
application record. Awards associated with that application appear nested below the application

record.

Expand Grant Application record to view Grant
Awards associated with application,

Comprenensive Vicience Frosecution

Office of the State’s Attamey for

BCFI-2003-1601 Buitinor Gty Comprehensive Vislence Prosecution

5 Office of the State’s Attorney for "

012 rEen o
bl 2012-B1-0002 Eait c Comprehensave Vioience Prosecut

Proposed Start Date  Proposed End Date

Grant Awards
associated with
Application record

Docurents 07012012 06/30/2013
L

Awaiting Hard e HEnE
Copy o7Lz01l 063072013

Funding Year it

Figure 185 - Grant Management -> GFD -> Application -> Award

To view details about, or edit the grant application associated with the Funding Year record,
click on the magnifying glass icon in the Edit column of the Application list under the expanded
record. NOTE: This causes you to exit the Grant Management screen. If you wish to edit a grant

award listed below the application, skip to Step 7.
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6.

Baltimore City Community Policing - 2012 05/30/2010 08/30/2010 2012

Battimare Poiice Depanment Neighbarnood Community Palicing

- " Avard In . 2 ™
BCCP-2012-1801 Baitimore Poiice Dd Commur®y Poscing Compl Lol s o Q63072012 g k

Figure 186 - Edit an Application associated with a GFD

Clicking the Application magnifying glass icon takes you to the Grant Application menu screen.

e

Home | GrantM: | Funding AddressBook | Reports | Admin | Llogout |
Grant Maragement > Grant Managemant

|

§ | Grant Menu

g App. Number: Requested Funds: Match Funds: % of Project Cost: Project Dates: Tithe: Application Status.

H 2011-BC-0008 $1574,00000 020 a00% 07912011 - 06302042 Neghborhood Community P Awarced
) PROJECT TITLE L ) PROJECT DATES
Project Title Neighsortaod Commanity Poicag GFD Code
GFD Title
) APPLICANT AGENCY GFD Start Date
Baitmore Police Depar GFD End Date 63
T Is service site? Proposed Start Diate 112
Address: /o Commissioner Frecerick H. Bealefels, [i o
242 West 25t Street Proposed End Date /3072012
Activity Log e
City, State Zip: Baitimone, MD 21211 FUNDING YEAR
specal ¢ onditions Org. Type: Local Government Q
URN— R ° Pt
Progress Reports
&) HARDCOPY RECEIVED DATE
Federal Purpose &) IMPLEMENTING AGENCY T
eived S/3011
Keywords Baltirnoee Palice Departrnent <PE
™ Is service site? &) APPLICATION DATES
Address o Commissioner Freceric H. Bealefeig, [
247 West 25th Street Application Submitted
City, State Zi Baitimare, MD 21211 Submitted to Financial
Org. Type: Locs! Government
Ceunty: Baitimore Oty
g e ataiae @ &) PREPARER INFORMATION
Preparer's Name 5
) COUNTY/MUNICIPALITY Ereparer's Phane
County Baitmore Cit -
Muricipality premse - Q) DEFICIENCY STATUS
I Deficiency

Figure 187 - Grant Application Menu Screen

To view details about, or edit the grant award associated with the application under the Funding
Year record, click on the magnifying glass icon in the Edit column of the Award list under the
expanded record.

Baltimore City Community Policing - 2012 09/30/2010

Proposed Stari Date  Proposed End Date

Baitimere Police Department Meighborhood Community Poicing

Baitimare Poice Depantmant Nesghborhood Comenunity Palicing

Figure 188 - Edit a Grant Award associated with a GFD

8. Clicking on the Grant Award magnifying glass icon takes you to the Grant Award menu screen.
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Home | GrantM: | Funding Address Book |

Reports | Admin | Logout |

Grant Managam Grans Managamant

4| Grant Number:

4 Grant e Awarded: Award Reported % Match:
F _ BCCP-2013-1800 $1.874,000.00 106 % $0.00
&) GRANT SEQUENCE

Sequence Number

&) PROJECT TITLE

Project Title Neighoorood Commurity Poiicing

) APPLICANT AGENCY

Battimere Police Departmert
I Is service site?

Address: o Comnmissioner Frederick H, Bealefeic, I
Activity Log 242 West 291 Street
S City, State Zix Eaitimore, MD 21211
Performance Measures QOrg. Type: Local Government

County: Baitimare City
Progress Reports Auth. Officiat: Anthony Bariscae 0
Federal Purpose
i ) IMPLEMENTING AGENCY
Astlits Baitimore Police Departrnert -
Hotice of Dispute ™ 1s service site?

Ackdress: /o Commissioner Frecericic H. Bealefeid,
L 2342 West 25th Street
S Ciy,Seate T Baitimore MO 71311
Close Dut Cing. Type: Locs Government

County: Baitimare City
feparts Auth. Official Arshary Barksdaie (7]
Grant Award GAN

&) COUNTY/MUNICIPALITY

Match Reported %:
Q0%

Project Dates:

) PROJECT DATES

Tithe:

OTAOLE00L - 06/3VI0L2 Neighborhood Commun...

Grant Award Status:
Award In Compiance

bave® ||

GFD Code

GFD Title

Funding Start Date
Funding End Date
Start Date

End Date

) AWARD DATES

L0

630/2012

Approved Letter Pending
Award Letter Sent
Award Accepted

Accept Package Sent

Proj Commencement Recvd

) INVENTORY

8312011
§/8/2011
811872011
/82011
ansanl

PIRF Receved

) RISK ASSESSMENT

Risk Assessment

& INITIATIVE

Initiative

[Select Ore]

Figure 189 - Grant Award Menu Screen

7.5 Managing Grant Applications

This section guides the internal GOCCP user through the process of turning a grant application into a
grant award, including logging the initial receipt of a grant application, updating its status through the

various reviews, and awarding the grant.

7.5.1 Log Receipt of Grant Application Hardcopy

After a sub-recipient successfully submits a grant application, the status of that application within GMS
is changed to Awaiting Hardcopy. Once the hardcopy arrives at GOCCP the status of the application to
Hardcopy Received will initially be changed by the Control Desk staff. Future changes may include

Program staff.

1. Search for the application in the Application Search module by entering the Application Number

on the hardcopy into the App# field and pressing Enter.

FFICE OF

MARYLAND — CRIME CONTROL & PREVENTION

Welcome back, superadmin! Lngnut@ ?

HuaithCars Respenss o Domartic

Cantar for 3 Haahty Maryl
intar for & Haahiy Marylasa ke

Camtar for 3 Hualthy Mariana

oI

Anasam Mesa

$1250000  Sakmaes Oty

Figure 190 - Search for Grant Application
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2. Click the Edit icon beside the application record to bring up the Grant Application Menu.

3. Enter the date you received the hardcopy into the Hardcopy Received Date field, then click the
SAVE button.

Home | | Funding AddressBook | Reports | Admin | logaut |

¥ | Application Number: Requested Funds: Match Fureds: % of Propect Cost: Project Dates: Tithe: Status:

_ 2012-8C-0018 51250000 5000 000 % O8/OL2002 - 05/30/2013 seeeCan Amsponsa o Domesnc g Hard Cony -
) PROJECT TITLE

HealthCars Rasponse ts Domatic Vislante PROJECT DATES

GFD Code
APPLICANT
Q AGENCY GFD Titla
Carter for & Haeatthy Margland - GFO Start Date
F Is service site? GFD Enct Dt
Addrass 1311 Cathdral Straat Bropoad Start Dusts B
Froposed End Dase
Baltimars, MO 21201
Haon-Frofn Non-Religious QFUNDINS\’EAR
Battmore Ery
Zandi Aowand 0 Program Year | [Select Ora] -
AGENCY ) HARDCOPY RECEIVED DATE
Carrter for & Haatthy Margand - Hardcopy Receiad Dace  5/14/2012
™ Is service site?
Address 1311 Catmsral Strast
Application Submimed  5/182012 =1
City, Seate T Baltimars, MD 21201 ‘Submietme To Financlal =
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Figure 191 - Enter Hardcopy Received Date and Save

4. Click on the Status drop-down box and select “Receive Hardcopy”.
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APPLICANT

Figure 192 - Change Status to Receive Hardcopy

5. Click the Save button when done.
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Figure 193 - Select Funding Year and Assign GOCCP Grant Roles

6. Program staff will change the status based on the completeness and correctness of the

application.
ftes: Title: Status:
- 05,/30/2013 HealthCare Response to Domestic... Hardcopy Rleceived -
Hardcopy Received N
--» Return to Awsaiting Hardcopy
--> Withdraw Application
ES

ity Community Policing - 2013

--» Return to Applicant

--» Begin Internal Review

Figure 194 - Change Status of Application

e Return to Awaiting Hardcopy: Use if sub-recipient has errors in the hardcopy application
and must correct & resubmit. This will change the application status to Pending in the
user’s Grant Applications Dashboard.

e Withdraw Application: Use to cancel the application at sub-recipient request. This will
not delete the application — the system will retain it and mark it as withdrawn.

e Return to Applicant: Use to unlock the application record so the user can make revisions
in any part of the application and resubmit when ready.

e Begin Internal Review: Use to start the Internal Review process.

7.5.2 Perform an Internal Review (Peer Review)

After a sub-recipient successfully submits a grant application and the GFD Point of Contact has formally
received the hardcopy, you can proceed with the Internal/Peer Review phase of the application process.
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1. Search for the application in the Application Search module by entering the Application Number
on the hardcopy into the App# field and pressing Enter. You can narrow the list down by
selecting “Hardcopy Received” from the Status drop-down list, as this will be the status of any
application ready for the Internal Review (Peer Review) process. The GFD Point of Contact
moves related applications from Hardcopy Received to Internal Review to indicate the reviews
have begun.

Welcome back, supersdmin! Lugﬂu‘w ?

GOVERNOR'S OFFICE OF
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Figure 195 - Search for Grant Application
2. Click the Edit icon beside the application record to bring up the Grant Application Menu.

3. To proceed to the Internal/Peer Review, change the Status of the application to “Begin Internal

. ”
Review”.
tes: Title: Status:
- 05,/30/2013 HealthCare Response to Domestic._. Hardcopy Rlceived -
Hardcopy Received =
--% Return to Awsiting Hardcopy
--» Withdraw Application
ES --> Return to Applicant
BCce --= Begin Internal Review
Baltimore City Community Policing - 2013
7/1/2012

Figure 196 - Change Status to Begin Internal Review

The status of the application will change to “Internal Review” and will remain in this status until
it is ready for the next process, which is the Pink Sheet Review. The Internal Review process
includes: Budget Review, External Board/Peer Review, Executive Director Review, etc.

e Once in “Internal Review” status, the application will no longer appear in the sub-
recipients Grant Applications Dashboard, as it cannot be edited while in review.

7.5.3 Perform a Pink Sheet Review

When a grant application has passed successfully through the Internal Review process, it moves on to
the Pink Sheet Review phase, which may be assigned to program staff other than the Funding Manager.
It is normally during this phase that programmatic reporting requirements (Performance Measurements
and Progress Report Questions) are assigned to the application. If the grant is awarded, the sub-
recipient will be responsible for completing and submitting these requirements on a quarterly basis to
keep their grant in compliance.

1. Search for the application in the Application Search module by entering the Application Number
on the hardcopy into the App# field and pressing Enter. You can narrow the list down by
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selecting “Internal Review” from the Status drop-down list, as this will be the status of any
application ready for the Pink Sheet Review process.

Welcome back, supersdmin! Lngnut@ ?
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Figure 197 - Search for Grant Application
2. Click the Edit icon beside the application record to bring up the Grant Application Menu.

3. To proceed to the Pink Sheet Review, change the Status of the application to “Begin Pink Sheet

. ”
Review”.
ptes: Title: Status:
- 05,/30/2013 HealthCars Response to Domestic... frternal Review -
Internal Review P
--» Withdraw Application
--* Return to Applicant
ES --* Begin Pink Sheet Review
BCCR --= Deny Application
ity Community Policing - 2013

Figure 198 - Change Status to Begin Pink Sheet Review

The status of the application will change to “Pink Sheet Review” and will remain in this status
until it is ready for the next process, which is Submit to Grants Manager for Review.

e  While in “Pink Sheet Review” status, the application will no longer appear in the sub-
recipients Grant Applications Dashboard, as it cannot be edited while in review.

After the Pink Sheet Review is initiated, you assign Programmatic Reporting requirements and
Keywords to the grant application before moving on to the Grants Manager Review/Award

phase:

7.5.3.1 Add Special Conditions to a Grant Application

1. Click Special Conditions in the Grant Menu to the left of the screen.
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Figure 199 - Add Special Conditions to a Grant Application

e The Available Special Conditions pane provides a complete list of special conditions in
the GMS database that are associated with the Funding Program used to create the GFD
on which the application is based. Special Conditions not already in the database must
be added to GMS using the Admin -> Reporting Requirements tool and associated with
the Funding Program (refer to Section 6.2.1.3) in order to appear here.

e The Selected Special Conditions pane is a list of special conditions that apply to this
grant application.

2. Locate the Special Condition you wish to select for this grant application. Refer to the section

Sorting, Filtering, and Searching for Records for tips on filtering and searching the list.

Click on the Special Condition and hold the mouse button down.

Drag it over to the Selected Special Condition Pane.

5. When you see a dotted line appear beneath the header row, release the mouse button to drop
the record into the list.

6. Repeat steps 1 through 4 for each Special Condition you wish to select for this grant application.

Pw

7.5.3.2 Add Performance Measures to a Grant Application

1. Click Performance Measures in the Grant Menu to the left of the screen.
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Figure 200 - Add Performance Measures to a Grant Application

e The Available Performance Measures pane provides a complete list of performance
measures in the GMS database that are associated with the Funding Program used to
create the GFD on which the application is based. Performance Measures not already in
the database must be added to GMS using the Admin -> Reporting Requirements tool
and associated with the Funding Program (refer to Section 6.2.1.4) in order to appear
here.

e The Selected Performance Measures pane is a list of performance measures that apply
to this grant application.

2. Locate the Performance Measure record you wish to select for this grant application. Refer to
the section Sorting, Filtering, and Searching for Records for tips on filtering and searching the
list.

3. Click on the record and hold the mouse button down.

Drag it over to the Selected Performance Measure Pane.

5. When you see a dotted line appear beneath the header row, release the mouse button to drop
the record into the list.

6. Repeat steps 1 through 4 for each Performance Measure you wish to select for this grant
application.

E

7.5.3.3 Add Progress Report Questions to a Grant Application

1. Click Progress Report Questions in the Grant Menu to the left of the screen.
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Figure 200 - Add Progress Report Questions to a Grant Application

e The Available Progress Report Questions pane provides a complete list of progress
report questions in the GMS database that are associated with the Funding Program
used to create the GFD on which the application is based. Progress Report Questions not
already in the database must be added to GMS using the Admin -> Reporting
Requirements tool and associated with the Funding Program (refer to Section 6.2.1.5) in
order to appear here.

e The Selected Progress Report Questions pane is a list of progress report questions that
apply to this grant application.

2. Locate the Progress Report Questions record you wish to select for this grant application. Refer
to the section Sorting, Filtering, and Searching for Records for tips on filtering and searching
the list.

3. Click on the record and hold the mouse button down.

4. Drag it over to the Selected Progress Report Questions Pane.

5. When you see a dotted line appear beneath the header row, release the mouse button to drop
the record into the list.

6. Repeat steps 1 through 4 for each Progress Report Question you wish to select for this grant
application.

7.5.3.4 Add Federal Purpose Areas to a Grant Application

1. Click Federal Purpose in the Grant Menu to the left of the screen.
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Figure 201 - Add Federal Purpose Areas to a Grant Application

e The Available Federal Purpose Areas pane provides a complete list of federal purpose
areas in the GMS database that are associated with the Funding Program used to create

the GFD on which the application is based. Federal Purpose Areas not already in the

database must be added to GMS using the Admin -> Reporting Requirements tool and
associated with the Funding Program (refer to Section 6.2.1.6) in order to appear here.
e The Selected Federal Purpose Areas pane is a list of federal purpose areas that apply to

this grant application.

2. Locate the Federal Purpose Area record you wish to select for this grant application. Refer to the
section Sorting, Filtering, and Searching for Records for tips on filtering and searching the list.

w

Click on the record and hold the mouse button down.
Drag it over to the Selected Federal Purpose Areas Pane.

E

5. When you see a dotted line appear beneath the header row, release the mouse button to drop

the record into the list.

6. Repeat steps 1 through 4 for each Federal Purpose Area you wish to select for this grant.

7.5.3.5 Add Keywords to a Grant Application

You must select at least one Keyword in order to process a Grant Application.

1. Click Keywords in the Grant Menu to the left of the screen.
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Figure 201 - Add Keywords to a Grant Application
2. Click on Add New Record

3. Click the Keywords drop-down list and select one or more keywords by clicking to place a
checkmark in the box beside the keyword(s) — select all that apply.

4. When you've selected the Keywords, click on the checkmark icon to SAVE your keywords.

After you’ve successfully added programmatic reporting requirements and keywords to the grant
application, you can proceed to the next phase, which is the Grants Manager Review.

7.5.3.6 Assign Funding Year and GOCCP Grant Roles on Face Sheet

Based on permissions, complete the Face Sheet by selecting the Funding Year and assigning the
following GOCCP Grant Roles:

e Regional Monitor
e Funding Manager
e  Fiscal Specialist
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Figure 202 — Assign GOCCP Grant Roles and Select Funding Year

7.5.4 Enter Goals and Objectives for a Grant Application

1. Click on Goals/Objectives in the Grant Menu.
2.

Enter the goals/objectives text in the process area then click the Save button.
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Figure 203 - Add Goals & Objectives to Grant Award
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7.5.5 Submit a Grant Application to the Grants Manager

An application submitted to the Grants Manager has been completely reviewed and approved for
funding.

1. Search for the application in the Application Search module by entering the Application Number
on the hardcopy into the App# field and pressing Enter. You can narrow the list down by
selecting “Pink Sheet Review” from the Status drop-down list, as this will be the status of any
application ready for the Grants Manager Review/Award process.

Welcome back, supersdmin! Lngnutﬂj ?
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Figure 204 - Search for Grant Application

2. Click the Edit icon beside the application record to bring up the Grant Application Menu.
3. Click the Status drop-down list and select “Submit to Grants Manager”.
4. (Internal Business Process) Physically deliver the packet to the Grants Manager. The packet must
contain the following (in the order listed below):
a. Application Processing & Certification Form
b. Application Processing Checklist (Pink Sheet)
c. Application (Face Sheet on top)
d. All Peer/Internal Review Documents
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Figure 205 - Submit Grant Application to Grants Manager for Review
e The Status will change to Pending Award

5. The Grants Manager can now Award the application, after a final review of the Face Sheet and
all other data associated with the Grant Application.

7.6 Grants Manager Awarding Process (Based on Permissions)

7.6.1 Award a Grant Application

When a grant application has passed successfully through the Grants Manager Review process, the final
step is to award the grant in GMS.

1. Search for the application in the Application Search module by entering the Application Number
on the hardcopy into the App# field and pressing Enter. You can narrow the list down by
selecting “Pending Award” from the Status drop-down list, as this will be the status of any
application ready for the Awarding process.
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Figure 206 - Search for Grant Application
2. Click the Edit icon beside the application record to bring up the Grant Application Menu.

3. Click the Status drop-down list and select “Award Application”.

Application Status:

Body... Pending Award -
Pending Award

[ | --> Withdraw Application

--> Return to Pink Sheet Review —

[PO5E A __> Award Application i

Figure 207 - Click Award Application

4. The sub-recipient will see not see the new grant award in their Grant Awards dashboard until
the Grant Award Award Packets have been printed and the Grant Award is in Acceptance
Documents Due status.

When a grant application has first been awarded in GMS, a Grant Award is created which is linked within
the system to the application.

After awarding an application, the system will return you to the Application Search Grid. You may
continue to award applications using the steps outlined above, or you may proceed with the next steps
in the grant award processing phase.

To continue with the grant award processing phase, navigate to the award for the grant via Grant
Management > Award Search (refer to Section Searching for a Grant Award for further instructions).

Funing Managel

Grant Management
Application Search

Folder Management

Search using the application number or project title. Once located, click on the edit icon in the search
grid to view the details of the award.

Please refer to the section Sorting, Filtering, and Searching for Records for help with finding a grant
award.
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7.6.2 Assign Funding Sources to a Grant Award (Based on Permissions)

1. Click on Funding in the Grant Menu.
Click and hold on the funding source in the Available Distribution Details panel.
3. Drag the source over to the Selected Distribution Details panel.
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Figure 208 - Allocate Funding to a Grant Award

4. Enter the grant budget amount in the popup text box. This amount should match the value of
the Awarded field in the Grant Award header panel in the figure above.
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Figure 209 - Enter Allocation Amount for Grant Award

5. The funds distribution is now displayed in the Selected Distribution Details panel.
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Figure 210 - Verify Funding Allocation Selection

Link Grant Awards (done by the Grants Manager immediately after Assigning

Funding)

Click on Grant Links in the Grant Menu.
Click and hold on the grant you wish to link from the Available Grants panel.

154




3. Dragtheitem to the Selected Grants panel and release the mouse button.
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Figure 211 - Link Grant Awards

4. Click the Status drop-down list and select Funding Assigned.
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Figure 212 - Select Funding Assigned

5. The Status of the award is changed to Award Packets Pending: (at this point the Grants Manager
gives the awarded application to the Control Desk to print the award packets)
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Figure 213 - Award Packet Pending Status Update

6. After the grant award packets have been printed, click on the status drop-down list and select

Print Packets.
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Figure 214 - Change Status to Print Packets for Internal Review

7. The status changes to Award Packets Review (printed award packets are compiled and sent for
quality review by specific staff listed on the Quality Review sheet):
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Figure 215 - Award Packet Review Status
8. When the award packet has completed the Quality Review it is returned to the Control Desk.
The Control Desk Administrator changes the status of the award to Mail Award Packets.
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Figure 216 - Mail Award Packets

9. The status changes to Acceptance Documents Due.
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Figure 217 - Acceptance Documents

Due Status

10. When the sub-recipient returns the signed Award Acceptance and Project Commencement, the

Control Desk Administrator will log this information by completing the Award Dates fields and
clicking SAVE, then changing the status to “Acceptance Documents Received”.

o Note: The Award Accepted and Project Commencement Received dates must be
entered in order to change the status to “Acceptance Documents Received”.
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Figure 218 - Change Status to Acceptance Documents Received
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11. The new award is now in compliance.
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Figure 219 - Award in Compliance

7.6.4 Deny a Grant Application

If the decision is made to deny the grant application, Program staff will forward the required paperwork
to the Grants Manager. The following is required: “Application — Denied Funding” form, a copy of the
denial letter (from the Executive Director), the original application, and all other review paperwork. The
Grants Manager will change the application status to “Deny Application”.

1. Search for the application in the Application Search module by entering the Application Number
on the hardcopy into the App# field and pressing Enter.

Welcome back, superadmin! Lngnut@ ?
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Figure 220 - Search for Grant Application
2. Click the Edit icon beside the application record to bring up the Grant Application Menu.

3. To deny the application, change the Status of the application to “Deny Application”.
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Status:
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--= Withdraw Application
--# Return to Applicant

-- Begin Pink Sheet Review

BCCP
Baltimore City Community Policing - 2013

7172012

6,/30/2013

--» Deny Application

Figure 221 - Change Application Status to

Deny Application

The status of the application will change to “Application Denied”.

7.7 Searching for a Grant Award

If a grant award you are searching for is not displayed in your Awards dashboard on the GMS Home
Page, you can see a full listing of awards by accessing the Award Search screen from the Grant

Management menu:

Focing Mansgel
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Figure 222 - Access Grant Management -> Award S

earch

The Award Search screen is displayed. It contains more fields than the Awards dashboard, and allows

you to view awards with all statuses.
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Figure 223 - GMS Grant Award Search Screen
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Please refer to the section Sorting, Filtering, and Searching for Records for help with finding a grant
award.

7.8 Maintaining Grant Awards

7.8.1 Define Financial Reporting Frequency (Accessibility based on permissions)

GMS Administrators can define the financial reporting frequency (monthly or quarterly) for every grant

award so that financial reports and future notifications accurately reflect reporting deadlines and

overdue reports.

To define financial reporting frequency for a grant award:

1.

3. Click the drop-down list under Reporting Fre

Locate the grant award and click the icon in the Edit column of the grant award listing. You will

automatically be taken to the Face Sheet of the selected Grant Award.

BIAG-2013-0026

2015-B)-0107

BJAG-2013-1301

2015-M5-0016  CCIU Prosecutor

CACS-2016-1801

2015-CH-0017  Family Advocacy
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2015-CH-0001

(hs -2016-1804

2015-CH-0002

LACS-2016-1805

2015-CH-0019  Victims Advocate

5N N SO SO SO Y
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Child Advocacy Center Services

Child Advocacy Center Services (Example
Grant for Documentation)

10/01/4

07/01/3

10/01/3

10/01/4

11/01/4

10/01/3

Or, if you are already viewing/editing a specific grant award, click Face Sheet in the Grant Award

Menu.

Home [ Grant
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Grant Management > Award Search

Grant Number:
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4. Scroll to the top of the Face Sheet and click the Save button.

‘estooms tme, fupsTAGTInI Luguut'(T) ?
GOVERNOR’S OFFICE OF
/ U r ~TYTR AT G - ST TXTTNT T

MARYLAND — CRIME CONTROL & PREVENTION

Home | Grant | Funding | AddressBook | Reports | Admin | Logout |
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7.8.2 Perform Financial and Programmatic Reporting

Access the GMS programmatic reporting tools to complete and submit the regular report forms

(Performance Measurements, Progress Reports, and Financial Reports) required by GOCCP for grant
award compliance.

In short, programmatic reporting involves the following steps:

1. Answer, Save, and electronically Submit Performance Measure Questions
2. Print hardcopies of your work, sign, and mail to GOCCP

3. Answer, Save, and electronically Submit Progress Report Questions

4. Print hardcopies of your work, sign, and mail to GOCCP

Financial reporting involves the following steps:

1. Complete, Save, and electronically Submit Budget/Financial Report
2. Print hardcopies of your work, sign, and mail to GOCCP

7.8.2.1 Access the Grant Award Reporting Tools

1. Locate the grant that you want to submit reports for in the Grant Awards Dashboard and click

the magnifying glass in the Edit column for this grant.

e . Dt Logout @ @ |

i
f
!
€
i
i |
]
e

Figure 224 - Edit Grant Award
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2. This takes you to the Grant Award screen, which is displayed in two panels:

e Onthe left is the Grant Award Menu, which displays a list of categories of information
specific to the grant award you selected from my home page.
e C(Clicking on any category displays detailed information about your grant pertaining to

that category in the right panel of the screen.
e By default, this screen takes you to the Face Sheet item in the Grant Award Menu.
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Figure 225 - Grant Award Menu and Process Area

3. Click on the Reports category in the Grand Award Menu to access the programmatic reporting
tools.

Weicome ach, sammainest Logout @ @ |

OFFICE
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Figure 226 - Grant Award Menu - Reports Item

The types of reports you’ll submit to keep your grant award in compliance are highlighted in
light blue in the panel on the right. In general you'll need to submit three types of reports:
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e Performance Measures
e Progress Reports
e Financial Reports.

NOTE: When performing programmatic and financial reporting, you use the Add New Record feature
under each category to add new reporting entries. Once you’ve added a new record, if for any reason
you need to delete the entry and start over by adding a new one, you can delete the record you just
added by clicking the X icon in the Delete column, as shown below. You must do this prior to submitting

the entry for review.

Grant Management > Apard Saarch

Grant Number: App. Number: Awarded:

$32,000.00

Reported %
T3
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e e he e
cocof
g
i
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DE/30/2017
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%

Amviewed
Rirviewed

Reviewed

Project Dates: Tithe:

I/0L2011 - 06/303010  Coutt Avocate

031072013

041872012

07102012

Grant Statu;

Performance Measures
Performarce Measures.

Performarce Measures

s ; oL 053072012 toen] 1470472012 Perfermance Messures I
New
-~ Suibmi for Approval

B

Figure 227 - Deleting a Newly Added Record (Must delete before submitting for approval)

7.8.2.2 Answer, Save, and Submit Performance Measure Questions

1. Click on the Performance Measures bar highlighted in light blue in the process area to expand
the section.

susomasser Logout @ 9 |

Home | GeantManagement | AddressBock | Logout |
-

Makch Brperted e
a00%

Figure 228 - Add New Performance Measure Record

2. Click on the Add New Record icon to add a new Performance Measures record.
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3. The system automatically fills the period start and end date. The period start date is the first day
of the first month of the quarter you’re reporting. The period end date is the end date of the
standard quarterly reporting period (which may be less the 3 months if the project started in the
middle of one of the standard reporting periods) or the project end date, whichever is sooner.

4. Click the checkmark to save the dates. Doing this adds a new record for the reporting quarter.

5. Click on the Magnifying glass icon in the View column of the record you just added to view the
performance measure questions.

Muteh Raported %: Prujuct Dubes:
Boe% S0 002 - D8N

Figure 229 - View New Performance Measure Record Detail

6. Provide answers to the questions, and click the Save button when you’re done.
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Figure 230 - Answer Performance Measure Questions

7. Submit your completed quarterly Performance Measures for approval by clicking the drop-down
list under the Status column and select "Submit for Approval". After doing this, the Status will
change to Submitted.
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Figure 231 - Submit Performance Measure Questions for Approval

7.8.2.3 Answer, Save, and Submit Progress Report Questions

1. Click on Reports in the Grant Award Menu to return you to the Reports process area screen.
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Figure 232 - Access Grant Award Menu Reports

2. Click on the Progress Report bar highlighted in light blue in the process area to expand the
section.
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Figure 233- Click on the Progress Report bar highlighted in light blue to expand the section
Click on the Add New Record icon to add a new Progress Report record.

The system automatically fills the period start and end date. The period start date is the first day
of the first month of the quarter you’re reporting. The period end date is the end date of the
standard quarterly reporting period (which may be less the 3 months if the project started in the
middle of one of the standard reporting periods) or the project end date, whichever is sooner.

Click the checkmark to save the dates. Doing this adds a new record for the reporting quarter.
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Figure 234 - Add New Progress Report Record
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Period Start

Ma records to display.

Figure 235-Insert a new Progress Report

6. Click on the Magnifying glass icon in the View column of the record you just added to view the
progress report questions.

t| Grant Mumber Amarted Award Reported % Masck Miarch Reporied % Project Dates Titke
- o ms BE s LR RIS

Figure 236 - Edit Progress Report Record Detail

7. Provide answers to the questions, and click the Save button when you’re done.

vt s F| Grant Asard Number Awara Amenen Bequested Hmbursect Avaiiasse Report Perio Stame
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Figure 237 - Answer Progress Report Questions
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8. Submit your quarterly Progress Report for approval by clicking the drop-down list under the
word Status and select "Submit for Approval". After doing this, the Status will change to
Submitted.

wisicome tack, sxternabesert Logout @ @ |

PREVENTION

Report Pariod
LR
Progress Rep)

Figure 238 - Submit Progress Report Answers for Approval
7.8.2.4 Complete, Save, and Submit Financial Reports
1. Click on Reports in the Grant Award Menu to return you to the Reports process area screen.

2. Click on the Financial Reports bar highlighted in light blue in the process area to expand the
section.

VENTION

Figure 239 - Access Financial Reports Area

3. Click on the Add New Record icon to add a new Financial Report record.
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7.

The system automatically fills the period start and end date. The period start date is the first day
of the first month of the quarter you’re reporting. The period end date is the end date of the
standard quarterly reporting period (which may be less the 3 months if the project started in the
middle of one of the standard reporting periods) or the project end date, whichever is sooner.

Click the checkmark to save the dates. Doing this adds a new record for the reporting quarter.

Period Start

Mo records to display.

Figure 240-Insert new Financial Report

Click on the Magnifying glass icon in the View column of the record you just added to view the
financial reporting area.

Figure 241 - Edit New Financial Reports Record
The Grant Financial Report area is displayed and shows each budget category that was chosen

when applying for your grant in a list on the left hand side. Enter your quarterly expenses into
the blank text boxes next to each applicable category.
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Figure 242 - Enter Budget Items into Financial Report

e Inthe example shown in this figure, the project is funded entirely by grant dollars, so
text boxes are only available in the Grant Dollars section.

e If any of the funding for your project comes from Cash Match or In-Kind Match, text
boxes will be available in those sections.

e Dollars entered for each budget category in each area are summed and displayed in the
Total Reported column on the right side of the process area.

When you’ve completed entering your budget information, click the SAVE button, in the upper
right corner, to SAVE your work. NOTE: If you do not click Save before moving to a different item
in the Grant Award Menu, you will lose your work.

Submit your quarterly Financial Report for approval by clicking the drop-down list under the
word Status and selecting “Submit for Approval”. After doing this, the Status will change to
Submitted.
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Figure 243 — Submit Financial Report for Approval
7.8.2.5 Print Programmatic Reports for Signature and Submission by Mail
The final step in Programmatic Reporting is to print, sign, and mail in your quarterly reports.
1. Click Reports in the Grant Award Menu to return to the Reports process area.

2. For each reporting category you completed, locate the record you just added and click on the
Print icon in that record as shown in the figure below.

Visleoms back, asieenaiuset Logout @ 9 |

& PREVENTION

Figure 244 — Print Programmatic Reports

3. When your browser prompts you (as shown in the figure below) either click Save to save the
PDF report to your hard disk or click Open to open the report in Adobe Acrobat.
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Figure 245 - Saving /Opening Programmatic Reports from Browser
4. Print your report, sign where applicable, and mail to GOCCP.
7.8.3 Create or Edit an Grant Award Activity Log Item
1. Click the Activity Log tab to highlight it.

2. Click Add new record below the Activity Log tab. Upon clicking Add new record, the data entry
screen appears:
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i asel 200; 3304 830,00 630 oTALzm /302004 STATE FSOAS " X
4 ase a2 SLI34.00000 0.0 aTALGL S0/30/2010 STATE PSDAS L} *
s AsP| Ee $LIBEATT 0 wee i S8I1004 STATE PR0A5 F *
s asel 000 $1.203.588.00 50.00 o7aLses o8302003 STATE FEos " x
s ATES b $1000.00050 $1000.000.00 L st ) L0 ™RL WA F x

Irngenal Cormuspandancs Funding discussion wiHeughson detaikd note: epanding dunasion  Alanger Andnas Houghton Sham DE/3/202 oayayz12 o s [+ ]
s AR 2008 $49.080.00 15500 vt caeI0Ls STATE Epag " x
£ L e AR08 00 e EREHE Y L) STATE PR = x
3 ’ BARM ;011 $45.65881 5000 aroL0 E/300LY STATE DBARA = x =
[relfedi]2 = o 5 ([0 magasen[z - 526 s i 27 pgrts
|

Figure 246 - Activity Log Tab - Data Entry Screen

3. Complete each field in the initial data entry screen for the new Activity Log record as follows:
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ACTIVITY LOG TAB — “ADD NEW RECORD” FIELDS

Classification Click the dropdown list and select either Internal or External.
Click the dropdown list and select one of the following Activity Types: Info Requested, Info
Activity Type Received, Sent Non-Funding, Correspondence, Phone Conversation, Site Visit, Application
Notes, Meeting Note, Other, Email, Award Note, Close Out, and GAN.
GOCCP Contact Click the dropdown list and select the GOCCP contact relevant to this record.
Contact Enter the name of the external contact (if applicable).

Click on the calendar icon and select the date you wish assigned to this activity. Alternatively
you can type the date directly into the date field.
Click on the calendar icon and select the date you wish assigned to this activity. Alternatively
you can type the date directly into the date field.

Activity Date

Follow-Up Date

Subject Enter a brief description of the subject of this activity log entry into this field.

Notes Enter any relevant notes regarding the activity into this field.

4. Click the checkmark icon located in the lower right hand corner of the Data Entry screen to save
the new Activity Log record.

To modify an existing Activity log entry, click the pencil icon in the Edit column, open and save.
Where you see “more...."” in blue, hover with your mouse to display the full Notes section.

¢ | Grant Menu * Add new record B Refresh

Search ificati trvi Subject Notes ‘GOCCP Contact Contact Activity Date + Follow-Up Date ~ Follow-Up ~
e I = - [ 1411 - = Y] -
Funding
Officers

Follow up required by GOCCP
to review the pravious 2
financial reports.

Service Sites [oaMOrE..]

Internal Correspondence Follow up required Allison, Jenna 11/20/2012 12/01/2012

Summary Follow up requized by GOCCE to review the previous 2 financial reperts.
Narrative

Goals/Objectives

Figure 247 - Edit an existing Activity Log Entry within a Grant Award; see full notes without opening

7.8.4 Create a Grant Award Notice of Dispute

The Notice of Disputes page displays data pertaining to Disputes for the Award; you will soon see that
Site Visits and Audits pages work similarly in functionality.

1. Click the Add New Record icon in the upper left section of the page to load a form the User can
use to record details for new Notice of Disputes.

2. Use the form to enter calendar fields and free text fields to annotate:

e Period Begin Date - calendar feature

e Period End Date - calendar feature

e Notice Sent Date - calendar feature

e Dispute Sent To - Drop-down menu of recipient roles, Project Director, Fiscal Officer
e Dispute Type - Drop-down list of types allows multiple selections via check box

o Notes - free text field
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e Additional Information - free text field

e Document Types — Indicates the type of document associated with the notice (Financial Report,
Award Acceptance, etc)

Note: If you select the Dispute Type “Other”, the resulting report will not include any text entered in the
Notes field; it will include any text entered in the Additional Information field. If you select any other

Dispute Type, the report will include text entered in the Notes field and not text entered in the
Additional Information field.

3. At the bottom right of the data entry form is a check mark to save the record or an x to cancel
the entry.

4. When the record is saved, Notice of Dispute Data displays in the window below the form (when
a New Record is open) or at the top of the web page.

Weicome back, superadmin: | ogout LU

Home | GrantManagement | Funding Mansgement | AddressBook | Reports | Admin | Logout |
Grant Mpmagemers > Awerd Searsh =
Awarded: Match: Match Rept. % Project Dates; Title: Grant Status:
53,75200 20.00 0.00% 09012002 - 123172002 Wearable Video Camera Awrard ets Pending

Wiew

s 09,30/2012 103172012 110172012 Project Director Quarterly Financial Repart New - u

rd 110172012 110272012 110212012 Fiseal Officer Guatterty Financial Report Hew ﬂ
Edit details for Notice: 1007

Period Begin Date: | 112002 |/
Period End Date: 2

Maotice Sent Date:
Dispute Sent To:
Dispute Types:

! Hates:

nat race=
Award Acceptance Y. commencement ISR REOTIR

Da V| Quarterty Financial Report || Request for Advance
|Grant Moditication Farm || Sther Document

Figure 248 - Grant Award Notice of Disputes Screen

5. Inthe window above the data entry form, the User can view previous Notice of Dispute records.
6. To the right of Notice of Dispute listings are three features:

a. From the drop-down Status menu that displays New for newly saved entries, which can
be changed to Submit for Approval

b. A View icon to save the record to your hard drive or to print the report
c. An Edit icon to make changes to the record

7.8.5 Log Grant Award Site Visits
The Site Visit page displays data pertaining to Site Visits.

1. Click the Add New Record icon in the upper left section of the page to load a form the User can
use to record details for new Site Visits.

2. Enter the data the form supports including calendar fields and free text fields to annotate:
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Assigned Date - calendar feature

Initiated Date - calendar feature

Site Visit Date - calendar feature

Date of Report - calendar feature

Monitor - drop-down menu of GOCCP staff names
Narrative - free text field

Comments free text field

Recommendations - free text field

At the bottom right of the data entry form is a check mark to save the record or an x to cancel
the entry.

When the record is saved, Site Visit Data displays in the window below the form (when a New
Record is open) or at the top of the web page.

In the window below the data entry form, the User can view previous Site Visit records.

Vielcome back, superadmint Loggutm ?

CEO

"i'RC)L & PREVENTION

Reported %: Match: Match Rept. %: Project Dates: Tithe Grant Status:
03/01/2012 - 123172002 Wearable Video Camera

Initiated Date: Narrative:

Site Visit Date:
Date Of Report:
Moniton

Comments:

Continue ©o moNitor PIOJTARRATLC reporting: no further site
Recommendations: | visits needed at this tize.|

3
, | 3]

09/01/2012 09,01/2012 10/00/2012 10022012 Adigun, Kayode Hew

Figure 249 - Grant Award Site Visits Screen

6.

7.8.6

To the right of Site Visit listings are three features:

A drop-down Status menu that displays New for newly saved entries, which can be changed to
Submit for Approval, and Approved.

A Download icon to save the record to your hard drive or to print the report

An Edit icon to make changes to the record

Log Grant Award Audits

Similar to the Site Visits page in functionality, the Audits page displays data pertaining to Audits
performed for the Award.
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1. Begin by clicking the Add New Record icon in the upper left section of the page to load a form
the User can use to record details for new Audits. The form supports calendar fields and free
text fields to annotate:

e Assigned Date - calendar feature

e Initiated Date - calendar feature

e Site Visit Date

e C(Closing Letter Sent Date - calendar feature

e Date of Report - calendar feature

e Auditor - Drop-down menu of GOCCP staff names
e Decision - Satisfactory or Unsatisfactory

e Scope of Audit - free text field

e Findings - free text field
e Recommendations - free text field

2. At the bottom right of the data entry form is a check mark to save the record or an x to cancel
the entry.

3. When the record is saved, Audit Data displays in the window below the form (when a New
Record is open) or at the top of the web page.

4. Inthe window above the data entry form, the User can view previous Audit records.

Welcome back, Superadmin! Lngout@ ?

App. Musalsér: Awarded: Reported %: Match: Match Rept. % Profect Dates: Title: Grant Status:

09012012 . 13/31/2012 Weaesble Video Caniera Avard 22 Pending

0812012 013012 (1R} B B e2ama 10maranid Adigun, Eayooe

Bames, Sherry
Assigned Date: F E
Initiated Date:

Site Visit Date:

Date Of Report:

Cloging Letter Sent: |

Auditor: tHone]

Audit Manager: Baynes, Shemry

Unsatistactory

Performance Measures
Frogress Reparts
Federal Purpose

Site Vrsits

Motice of Dispute

Decisian: MHane]

Keywands
Grant Lmks

R
Close Dut Scope of Audit:

Reports
Grant Awand GAN

Figure 250 - Grant Award Audits Screen

5. To the right of Audit listings are three features:

e A drop-down Status menu that displays New for newly saved entries, which can be changed to
Submit for Approval or Approved

e A Download icon to save the record to your hard drive or to print the report

e An Edit icon to make changes to the record
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7.8.7 Create a Grant Award Grant Adjustment Notice (GAN) (Accessibility based on
Permissions)

Use the online Grant Adjustment Notice (GAN) feature to make changes to your Grant Award directly
within GMS:

e Create a General GAN to make changes to your grant's Start and End Date, Fiscal Officer, Project
Director, Regional Monitor or Funding Manager.

e Create a Budget GAN to make revisions to your grant award budget.
Use the procedure below to create a new GAN.
NOTES
e You will create the GAN first, then you'll select whether it is a General or a Budget GAN.

e If you switch from General to Budget or vice-versa, you will lose any information you’ve input
thus far

e You may only have one GAN of each type open at a time.

e When doing a budget GAN, if you change a salary, you must MANUALLY adjust the fringe
benefits accordingly; they will not automatically adjust.

To add a new GAN:

1. Locate the Grant Award for which you want to add a new GAN in the list of awards on the GMS
Home Screen and click the Edit icon.

Edit Grant# « App # Projs
| | | [

2015-B)-0051 Med

2015-B)-0035 Com|

JAG-2013-0026 2015-B)-0107 Licer|

2. Inthe Grant Award Menu, scroll down and click on Grant Award GAN.

Auth. Officist

g COUNTY/MUNICIPALITY
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3. Click on Add New Record.

Grant Award Menu o

o

i Search R

% Face Sheet e Snpe

2| Funding [ iwn -~ [ @[]
Officers Mo records to display.

Service Sites

Summary

4. The GAN screen is displayed. If you are creating a BUDGET GAN, click on the Budget tab and skip
to step 5. If you are creating a GENERAL GAN, continue with this step. NOTE: The Fiscal Secialist
can only be changed by GOCCP internal staff, so you may not see that tab.

General
GAN Number
Date Approved
Last Update

Personnel and Date Changes

Click to add a
BUDGET GAN

Fiscal Specialst

Note: Set automatically

Otherwise, to add a
GENERAL GAN complete
these fields.

Old Value

hlewValue

Project Director
Fiscal Officer
GOCCP Monitor  Dhanraj, Tara

Funding Manager L=

[Select One] -

[Select One] -
[Select One] -

FY Start
FY End

Start Date
End Date

Other Adjustments

Insert | Cancel

3

a.

Complete the Personnel and Date Changes section, using the following table as a guide:

GAN “ADD NEW RECORD” FIELDS

GAN Number This is a display-only field. GMS automatically assigns a unique GAN number to a new
GAN record.
Date Approved The date this GAN was approved will appear in this field.

Last Update

This is a display-only field. The date of the last update to this GAN record is displayed
in this field.

Personnel and Date Changes

Project Director

Old Value

Display only: Displays the person currently assigned to the Project Director role for
this Grant Award.

New Value

Select the new Project Director from the drop-down list.

Fiscal Officer

Old Value

Display only: Displays the person currently assigned to the Fiscal Officer role for this
Grant Award.

New Value

Click in this field and begin typing the first few letters of the last name of the fiscal
officer you want to assign to this role, then select the name from the resulting list.
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GOCCP Monitor

Old Value Display only: Displays the GOCCP staff member currently assigned to the Regional
Monitor role for this Grant Award.

New Value Select the new GOCCP Regional Monitor from the drop-down list. Can only be edited
by Internal Staff

Funding Manager

Old Value Display only: Displays the person currently assigned to the Funding Manager role for
this Grant Award. Only visible to Internal Staff.

New Value Select the new Funding Manager from the drop-down list. Only visible to Internal
staff.

Start Date

Old Value Display only: Displays the original Start Date of the Grant Award.

New Value Enter the new Start Date for this Grant Award. NOTE: The New Start Date must occur
on or dafter the value in the FY Start date box

End Date

Old Value Display only: Displays the original End Date of the Grant Award.

New Value Enter the new End Date for this Grant Award. NOTE: The New End Date must occur on
or before the value in the FY End date box

Other Adjustments This is a free-form text field. Enter any other miscellaneous adjustments or
amendments to the Grant Award based on this GAN.

b. When you're finished making changes to personnel and dates, click the Insert button
below the Other Adjustments box to save your changes.

e'

c. The GAN is created, and you are returned to the Grant Award Menu. The GAN record is
displayed and shows the new dates and/or people assigned to roles that you requested
in the GAN.

Note that the Status of the GAN is New and the GAN # will be 0 until it is executed or
denied. You can edit or revise the GAN if you need to — refer to Section 7.8.8 Modifying
Grant Award Grant Adjustment Notices (GANSs).
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Speciai Condisiang

Bectimance Vearres

Audity
Notice of Dispese

Kaywoeds

Gt kward GAR

New GAN is created. Cha

to Grant Award requested in

GAN are displayed.

nges

d. To submit the GAN for approval, click the status dropdown arrow in the Status column,

f.

and select Submit.

|36 Match: Match Rept. %: Project Dates: Titl
$0.00 000% 10/01/2015 - 03/30/2006 Mad
Pro DCCP
Date End Date [atus ats by 1
Directo
w_ - wn - [ J@m[ [Jemes - miw [
Hernd
Guy, James R K;:r;ef‘: 11/01/2015 o3/01/4016 New *| ogres2005
Mew

| Date

eml_sprm

10/01/2015 - 09/30/2016

Medication Assisted Trestment/R.

& |

S2015 13/01/2006

Submitted toh ¥ | 09,/292015

SuperfAdmin 09/28/2015

Note that you may only have one GAN of type GENERAL open at one time:

=TVIS-UUI0

E3 Add new record

| Ganer;

SILSOU00T

Zudget

TUU T

Fiscal Specialist |

UIULZ0T

GAN N""I You may not create new GANs of this type until the existing open General GAN has been accepted or deleted. }
Date Approved i
Last Update
Budget Changes
Budget
Old Value REOB/DEOB Amount HNew Value
—
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5. After clicking the Budget tab, the Budget GAN screen is displayed.

Genera Budget Fizcal Specialist
GAN Number Mote: Set automatically

Date Approved

Last Update

Budget Changes { \

Bu dg&
Old Value REOE/DEOE Amount New Value'

Grant Funds
Available DEOCB
Available RECE

Other Adjustments

Insart | Cancel

a. The budget changes fields are display-only and will be updated upon successful creation
of a budget GAN:

GAN “ADD NEW RECORD” FIELDS

GAN Number This is a display-only field. GMS automatically assigns a unique GAN number to a new GAN
record.

Date Approved Enter the date this GAN was approved.

Last Update ThIS is a display-only field. The date of the last update to this GAN record is displayed in this
field.

Budget Changes

Grant Funds Old Value Displays the original total dollar amount allocated to this Grant Award.

2:‘25;:“5 REOB/DEOB Displays the dollar amount of the REOB/DEOB funding for this GAN.

Displays the new total dollar amount allocated to this Grant Award after the
REOB/DEOB amount is entered.

Available DEOB Displays the available DEOB dollar amount.

Grant Funds New Value

Available REOB Displays the available REOB dollar amount.
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b. To create a budget GAN, click on the Budget button shown directly under the Budget

Changes line in the above figure. Doing this will take you to the Budget Revision screen.

General Budget Fiscal Specialist “|e
GAN Number Nota: Set automatically
Da= Approved =
e | 21 cvamage avcinea Pags - o
Budget Changes I Seve Budge; Revision |EJ Cancel Budget Revision efre:
3 Torarin i Torat g
Old Value > (7] Personnel 50.00 50.00 50.00 50.00
s | @  opentingE 50.00 50.00 50.00 50.00
ing Expenses
Jvailabla DECB 9B
Awailable REOE: > o v so.00 s0.00 $0.00 50.00
Other Adjustments. > 0 Contractual Services. $51,750.00 $0.00 $0.00 $51,750.00
> (7] Equipment 50.00 50.00 50.00 s0.00
> ©@  other 50.00 50.00 50.00 s0.00
Totals: $51.750.00 50.00 50.00 _ $51.750.00

c. Entering a budget revision is described in detail in Section 7.3.3 — Add a Budget Revision

in this User Manual. In addition, a help video is available online at
https://youtu.be/ORghp3aKRSS8

HINT: Be sure to add a justification for every budget line item you create!

d. After creating your budget revision, click Save Budget Revision:

Save Budget Revision | J Cancel B
~atal In Kind Tat

Total Budget Just

e. You are then returned to the Budget GAN screen. Click the Insert button to save you
budget GAN:

Budget Changes
Budget
Old Value REOBE/DEOE Amount Mew Value
Grant Funds £2.500.00 §14.404.00

Mvailable DECE
Available REDE

Other Adjustments

Values are updated after
budget version created.

r

183



f. To submit the GAN for approval, click the status dropdown arrow in the Status column,
and select Submit.

(I e -~ [ @M ™ e~ wn ~ [ @[ 6@ - [

| 0 Budgs: 250000 New = | Wgrzzons
|| New
---S_bmitl})

g. The status will then change to Submitted to Monitor.

End Date Status. Last Updan Submi ate iy
S ———— ] T

] 0 Budgst $2,500.00 ' Submitted to v~ 09.)!:2015 Supersdmin 09/28/2015 =

7.8.8 Modifying Grant Award Grant Adjustment Notices (GANSs)

If there are multiple completed GANs against a single grant award, you will see the most recent one on
top; ordered numerically.

Wetcsme tack, superadmert Lagout @ 9 |

| Reporis | Admin | Logout |

Famject Dates Tithe:
1666/ 2001 - h 202

— At mparied % Mstch: Malch Rrperte 2
a7 000 B00%

O

1l

* |

102001

ST

1odlraeiL

£ Lz Wk, Srisia 1 L Apsrewed + i +

« 118 Wk Aaza 1oL oS30z * I a - *
] e L Vews e vonzen eveanz - N a - ¥
2 1013201 Wk Azca 1L oss0ramz Apoes | 1132001 a - x
1 1ovoaraent Wk Anara pELTEC T owmanla Appoves 100N g - ¥

Figure 251 - Selecting a GAN to edit from List
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To Edit a GAN:
1. Locate the GAN you wish to edit, then click on the Pencil icon for that GAN:

ibmitted By Submission Date Active View .I Edit  Delete
[ | | [ rcve
perfdmin 09/28/2015 * © =,
¥ ©

B

2. The GAN edit screen appears. Whether the GAN is General or Budget, follow the instructions in
the previous section to make your changes.

The only difference when you are Editing a Gan versus Creating one is that when you are ready
to save yor changes, instead of clicking the Insert buton when you are finished, there will be a
Save button instead. Click that to save the changes to your GAN.

Edit details for GAN Sequence Number: 0

General Budges Fiscal Spedialist

GAM Wumber Note: Set automatically
Date Approved B
Last Update.

Personnel and Date Changes

Old Value New Value

Project Director  Lemon, Erin LCSW-C Cobumn, James v

Fiscal Officer Begin typing to search for fiscal office -
GOCCP Monitor Long, Makita r

Funding Manager [Select Onel =

FY Start 7) Start Date | 10 11/1/2015 B

FY End 2016 End Date 6/1/2016 BE

Other Adjustments

Save | Cancel

When EDITING a GAN, click the
Save button. (When CREATING a
GAN, it is an Insert button.
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7.8.8.1 GAN Approval (Accessibility based on Permissions)

GAN'’s go through a chain of reviews prior to being executed or denied. Each role in the chain, for
example Regional Manager and Funding Manager, has the opportunity to deny the GAN, return the GAN
for revision, or approve the GAN. Once a role approves the GAN, it is submitted to the next role in the
chain, until it reaches the Fiscal Specialist who Executes the GAN, which makes all changes to the Grant
Award that were requested in the GAN, including changes to the Award Budget.

To approve a GAN:

1. Locate the GAN, click the drop-down arrow under the Status column for that GAN:

End Date Status

Last Update Submitted By

e[ |7 [ =]

[ |

[

Submitted to b ™| 09,/28,/2015

- P
06/01/2016 Submitted to Monito 5
= Return

- Deny

- Approve %

SuperAdmin

2. Select Return to return the GAN or revision, Deny to deny the GAN, and Approve to send it to

the next role for review.

NOTE: If your role is Regional Monitor, selecting Return will return the GAN for revision to the
user who originated it. If you are in any role other than Regional Monitor, selecting Return
returns the GAN to the prior role in the chain who approved the GAN before sending it to you.

3. For example, once a user submits a GAN, the status of the GAN changes to Submitted to
Monitor. The Regional Monitor sees that status, and when she clicks the drop-down arrow in
the Status column of that GAN, she can then Return, Deny, or Approve. If she approves, the
status will change once again, to Submitted to Funding Manager.

Executad * | 09/28,2015

Submitted to Fu = | 09/29/2015
Subrmitted to Funding Manager
= Return

—= Deny

- Approve

L
[3
L=
m
e

Superd
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4. This will continue, until at the last stage of approval, the Fiscal Specialist has the opportunity to
Return, Deny, or Execute. Where other roles would select Approve, the Fiscal Specialist selects
Execute — all approvals have been made, and all changes requested in the GAN are incorporated
into the Grant Award when the GAN is executed.

e End Date Status Last Update Submitted By Submissi
FE. Jmmw - [ |&m| |
Submitted to F ¥ | 09,/28/2015 SuperAdmin 09/28,/201)

15 06/01/2016

Submnitted to Fiscal Specialist for Execution 09/28/201]

7.8.8.2 Viewing GAN Budget Changes Immediately

Changes to the Grant Award budget made by a GAN can be viewed immediately after the GAN has been
approved and executed. For example, if this is the original award budget, containing nothing in the
Equipment section:

Original Grant Award Budget Select to view a revision pd I Print [ Refresh
Help Budget Category
> @  Personna $0.00 $0.00 $0.00 $0.00
> ©  Operating Expenses 50.00 50.00 50.00 50.00
> @ T $1,779.00 $0.00 $0.00 $1.779.00
> ©  contractual Services $3.200.00 50.00 50.00 $3.200.00
> ©  cauipment 50.00 50.00 50.00 50.00
> ©@ ot $6,925.00 50.00 50.00 $6,925.00

- - [ oWl @M - [ WL W[ W e
0 Budget $2.500.00 Submitted toFi ™| 09/28/2015 SuperAdmin 09/28/2015 & O o #
Submitted to Fiscal Spedialit for Execution
= Deny
-5 s
—» Execua %

we can immediately view the Budget (click Budget in the Grant Award Menu) and see the immediate
impact of the GAN:

Current Grant Award Budget (#1)}

|

| Help  Budget Category

[ @  Personnal $0.00 $0.00 $0.00 $0.00
| > (7] Operating Expenses $0.00 s0.00 $0.00 s0.00
I » @ T $1.779.00 $0.00 $0.00 $1.779.00
| > 0 Contractual Services $3,200.00 $0.00 50.00 %3,200.00
| > (7] Equipment 50.00 50.00 $2.500.00
I > e Other $6,925.00 $0.00 50.00 $6.925.00
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Another way of immediately viewing GAN-proposed budget changes to an award is to run the GAN
Budget report. Similarly, you can view Grant Adjustment Notices for both General and Budget GANs
(refer to Section 7.8.8.2.2 — Grant Adjustment Notices).

o
Click to view GAN

Budget Report

Home \ Grant | Funding Address Book Reports Admin | Logout |
T —— \
Grant Number: App. Number: Awarded: Reported %: Match: Match Rept. %: Project Dates: Title:
5000

$14.404.00

CACS 2016-1804 2015-CH-0002
3

@ | Geant Avard btenu

Click to review
Grant Adjustment

08/28/2015 s000 et Notice S
7.8.8.2.1 GAN Budget Report
To View the GAN Budget Report
1. Locate the Budget GAN in the list of GAN’s
2. Click on the globe icon in the GAN Budget column of that GAN
Status Last Update Submitted By Submission Date Active  View B““'L';E' Edit
B - [ @ DT
Executed > | 09/28/2015 SuperAdmin s © s
Executed ~ | 09/28/2015 SuperAdmin s
Executed | 09/28/2015 Superfdmin L
Submitted to F | 09/29/2015 SuperAdmin 09/28/2015 L

3. The report will print to a PDF file and open in another tab of your browser, unless you save the
file to your hard disk instead. Following is an example GAN Budget Report.
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NOTE: GAN Budget Reports can span several pages. On each page, the top half of the page shows grant
award information, followed by a funding summary. After that, each budget category is shown. Using

the example from the previous section, we added a $2500 entry for laptop computer in the Equipment
section of the budget. This will be shown on the report:

GAN Budget Report — Page 1

Grant Award
Information

OO0 O wonprsione S
Governor's Office of Crime Control & Prevention OGP PR Spacialus Gatarza, Andrewt
GAN Budget Notice
Grant Award Number: CACS-2016-1804
Sub-recipient: Frederick County, Maryland
Project Title: Child Advocacy Center Services
Implementing Agency: Frederick County, Maryland
\_ Award Period: 11/01/2015 - 05/31/2016 CFDA: State
(’ Prior Total _ Current Total Difference
Funding Summary Grant Funds 100.0 % $11,904.00 $14,404.00 $2,500.00
Cash Match 00% $0.00 $0.00 $0.00
In-Kind Match 0.0 % $0.00 $0.00 $0.00
\ Total Project Funds $11,904.00 $14,404.00 $2,500.00 Budget Version:0
( Travel
Description Funding Quantity Unit Cost Total Prior Budget Total New Budget Difference
Mid-Atlantic Conference on Child Abuse and| Grant Funds | 12] §148.25 | $1,779.00 | $1,779.00 $0.00]
Neglect - Lodging
Cash Match: $0.00 $0.00 $0.00
Grant Funds: $1,779.00 $1,779.00 $0.00
Travel Total: $1,779.00 $1,778.00 $0.00
Contractual Services
Description Funding Quantity Unit Cost Total Prior Budget Total New Budget Difference
[Interpreter Grant Funds | 80 §40.00 | $3,200.00 | $3,200.00 $0.00 |
Cash Match: $0.00 $0.00 $0.00
Grant Funds: $3,200.00 $3,200.00 $0.00
Contractual Services Total: $3,200.00 $3,200.00 $0.00

Funding Summary

GAN-proposed Budget
Changes are shown in
the Difference Column

Budget Sections

189




GAN Budget Report Page 2

Governor's Office of Crime Control & Prevention

GAN Budget Notice

GOCCP Regional Moriitor
GOCCP Fiscal Specialist:

Blonder, Ellen

Galarza, Andrew

Grant Award Number: CACS-2016-
Sub-recipient: Frederick County,
Project Title: Child Advocacy Ce
Implementing Agency: Frederick County,

Line Item

CFDA: State

Award Period: 11/01/201 added in GAN
Jal Difference
Funding Summary Grant Funds .00 $2,500.00
T0% $0.00 $0.00 $0.00
00% $0.00 $0.00 $0.00
$11,904.00 $14,404.00 $2,500.00  Budget Version:0
Equipment
Description Funding Quantity Unit Cost Total Prior Budget Total New Budget Difference
[Laptop Computer * Grant Funds | 1 $2,600.00 | $0.00 $2,500.00 $2,600.00 |
Cash Match: $0.00 50.00 50.00
Grant Funds: $0.00 $2,500.00 $2,500.00
Equipment Total: $0.00 $2,500.00 $2,500.00
Other
Description Funding Quantity Unit Cost Total Prior Budget Total New Budget Difference
Maryland Children's Alliance - Membership | Grant Funds 1 $300.00 $300.00 [ $300.00 $0.00 |
Mid Atiantic Conference on Child Abuse and| Grant Funds | " §375.00 | $4,125.00 | $4,125.00 $0.00 |
Neglect - Registration
National Children's Alliance - Membership Grant Funds | 1 $500.00 | $500.00 ‘ $500.00 $0.00 |
NCATrak User Fee | Grant Funds | 1] $2,000.00 $2,000.00 | $2,000.00 50.00]
Cash Match: $0.00 50.00 50.00
Grant Funds: $6,925.00 $6,926.00 50.00
Other Total: $6,025.00 $6,925.00 50.00
GAN Budget Report Page 3
O O S—
st Galarza, And
Governor's Office of Crime Control & Prevention GOGCR Fiscat Speci: arza, fncrew
GAN Budget Notice
Grant Award Number: CAC 8_20 16-1804
Sub-recipient: Frederick County, Maryland
Project Title: Child Advocacy Center Services
Implementing Agency: Frederick County, Maryland
Award Perlod: 11/01/2015 - 05/31/2016 CFDA: State
Prior Total Current Total Difference
Funding Summary Grant Funds 100.0 % $11,904.00 $14,404.00 $2,500.00
Cash Match 0.0 % $0.00 $0.00 $0.00
In-Kind Match 0.0 % $0.00 $0.00 $0.00
Total Project Funds $11,904.00 $14,404.00 $2,500.00 Budget Version:0

Approved:

GOCCP Authorized Representative

Effective Date: 11/1/2015
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7.8.8.2.2 Grant Adjustment Notices

Grant Adjustment Notices are small reports that summarize the changes to the grant award that will
occur when a GAN is approved and executed.

To View the GAN Budget Report
1. Locate the GAN in the list of GAN’s for which you want to view the report

2. Click on the globe icon in the View column of that GAN

Ead neEresan
Status Last Update Submitted By Submission Date Active  View o Edit  Delete
) - mm| R
Exacutad * | 09/28/2015 SuperAdmin i s
Executed *  09/28,/2015 SuperAdmin 4 ra
Exacuted * | 09/28/2015 SuperAdmin s ey #
Submitted to Fu ™| 09/29,/2015 SuperAdmin 09/29/2015 v €y s

3. The report will print to a PDF file and open in another tab of your browser, unless you save the
file to your hard disk instead. Following are two example Grant Adjustment Notices.
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Grant Adjustment Notice (for a Budget GAN) Page 1

TITLE OF PROGRAM:
FUNDING AGENCY:
FUNDING SUBAGENCY:

Governor's Offica of Crime Control and Prevention

CACS-2016-1804

Funding Year
CFDA: Stale

GRANT ADJUSTMENT NOTICE

Child Advocacy Center Services

Frederick County, Maryland
Frederick County, Maryland
11/01/2015 To 0573112016

Adjustment No: 1

The GAN-proposed
budget amount is
shown here.

FUNDING PERIOD:

SECTION . DEOELIGATIONS & REOBLIGATIONS:

Previous Amount of Grant Award 211,804.00
Reobligation ! Deobligation Amaount 52, 500.00
Aufjusted Amount of Award $14,404.00
Travel
Description Funding Cuantity Unit Cost Total Budget
Mid-Atlantic Conference on Child Abuse and| Grant Funds 12| 5148.25 $1,779.00 |
Neglact - Lodging |
Travel Tatak: $1,779.00
Contractual Services
Description Funding Cuantity Unit Cost Total Budget
[ Interprater | Grant Funds B0 | $40.00 53,200.00 |
Contractual Services Totak: $3.200.00
Equipment
Deseription Funding Cuantity Unit Cost Total Budget
[ Laptop Computer Grant Funds 1] $2,500.00 52,500.00 |
Equipment Total: 52,500.00
Other
Deseription Funding Cuantity Unit Cost Total Budget
Maryland Childran's Alliance - Membership | Grant Funds 1 5300.00 $300.00
Mid Aflantic Corference on Child Abuse and| Grand Funds 11 $375.00 54.125.00
Haalu:t - Rﬂg’strati:n )
Mational Children's Alliance - Membership Grant Funds 1 5500.00 $500.00
MCATrak User Fee Grant Funds 1 $2,000.00 $2,000.00
Oither Tatal: $6.925.00

SECTION Il. CHANGES:
Mo Changas to Project Direclor

No Changes to Fiscal Officer
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Grant Adjustment Notice (for a Budget GAN) Page 2

Mo Changas to GOCCP Grant Manitos
Mo Changes to Fiscal Specialist

Mo Changes to Funding Manager

Mo Changes to Starl Date

Mo Changes to End Date
SECTION lll. OTHER ADJUSTMENTS & INFORMATION:

Processed by:

Approved:

Aattericed Ofical Govero's 0fics of Crisss Corral and Pravantian

Date: SV28/2015
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Grant Adjustment Notice (for a General GAN) Page 1 of 1

Governor's Office of Crime Contral and Prevention CACS-2016-1804
Funding Year
CFDA: Stale

GRANT ADJUSTMENT NOTICE
Adjustment No: 3

TITLE OF PROGRAM: Child Advocacy Center Services

FUNDING AGENCY: Frederick County, Maryland No Budget
FUNDING SUBAGENCY:  Frederick County, Maryland Changes
FUNDING PERIOD: 11/01/2015 To 05/31/2016

SECTION I. DEOBLIGATIONS & REOBLIGATIONS:

Previous Amount of Grant Award 314 404 00
Reobligation | Deobligation Amount sﬂﬂ
Adjusted Amount of Award 314 40400

SECTION Il. CHANGES:
Change Project Director From: Davis, Lynn To: Humelsine, Stacey

Change Fiscal Officer From: Davis, Lynn To: Marghall, Abigail

Mo Changes to GOCCP Grant Monitor

No Changes to Fiscal Specialist Personnel changes

Mo Changes to Funding Manager requested by GAN
Mo Changes to Start Date
Mo Changes to End Date

SECTION lll. OTHER ADJUSTMENTS & INFORMATION:

Processed by:

Approved:

Balbairiced Ol Govasno’s (s ol Crisss Conal and Pravantias

Date: 9r28/201M 5

7.8.9 Review Grant Award Reports

Locate the award you wish to review reports for via Grant Management -> Award Search.
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GO
MARYLAND

'RNOR’S OFFICE OF

CRIME CONTROL & PREVENTIO

Welcome back, superadmint

Logout @ @

| Reports | Admin

Logout

Reparts Grant# -

Project Title

Start Date

Amount.
@ (= @ @

Project Director

¥ SARM-2012-1208
¥ 214320081054
F B wocmsie
5 [ esmeaoens
E 8820081171
¥ s 20001178
¥ CACS2012-1208
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F B cwonams
F B vz
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PR R Ceoc New/Replacement Scdy Armor
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2011-8:0003  Wasningien Coege Wasningion Cotege Maryians Crme Mispaing an Ansjeis
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Figure 252 - Locate Grant Award in Award Search screen

1. Click on the magnifying glass icon in the Edit column of the Award record.

2. This brings up the Award detail screen with the detailed Grant Menu — click on Reports in the

menu.

Sarvics Sitws
Summary

Marrative

Performans
g
Federal Purposs

oAt
133
e
oeaz
SR

07083011
LT

S

LU

Home | | Funding | | Reports | Admin | Logout |
G Waragamers > Amw Searet
| Stam Meru Y Grand Mumbsrn Auwarded: Aowartl Raported %e Mtk Match Raported % Praject Dates . Title Statuse
BARNL2012.1203 sa730 aoo% $ama00 noos o701 - 0930 Hir o acamant By Armae T =
Parlrmance Massures =
Progeren Arpor =
Frarca tapem =

Figure 253 - Access Reports from the Grant Menu
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7.8.9.1 Review Financial Reports

When you click on Reports from the Grant Menu, then the display panel defaults to Financial Reports.
Click on the magnifying glass icon in the View column of the report you wish to review.

Home | Grant | Funding | | meports | Admin | Logout |

o Maragemer > Amrd Search

¥ | Grant Aesard Mamber: Amartt Amount: Ranjusstedt: Aot Aailable FRaport Period:
BARNL2012.1203 a7 sas0 330020 a0 S4/01/2012-08730 2002
Print Funds Spreadshest jslj Print Budget Notice Jsly Print Grant

OGN Aevewes 10/0872011 1vizzen 1122001 107122011 Wiz 00w
ol [ H Rpvirwns vl [l il B woe N.'ﬂl.u'lﬁll!

oL Ut H

012 el

Figure 254 - Review Financial Reports

e Enter the dates for Hard copy received date, GOCCP Sent Date, Amount Paid, and the
Reviewer’s Name in the lower part of the panel. You can overwrite prepopulated period
start and end dates if necessary; the rest of the fields are manually entered. These
values should be entered before submitting for review when available.

e When you've reviewed the report and it is satisfactory, click on the Status dropdown
menu and select “Reviewed”.

o If the review of the report is not satisfactory, click on the Status dropdown menu and
select “Return for Revision” and repeat the process until satisfactory. The last update
date will be displayed on the right hand side.

e When the State Financial Management Information System (FMIS) reflects payment has
been made, go back to the financial report of the relative sub-award (grant) and enter
the RSTARS Date. This can be edited in Reviewed status if necessary.

Financial Reports R

Period Start

07/01/2010 06/30/2011 Fubmit=s - 01/01/1300 0B/11/2011 Financia| Reports
s Retum for Revision

--> Complete Review

- ) u 0712010 03/30/2010 Subrmitted = 03/04/2012 02/04/2012 Finandia| Reparts

Figure 255 - Return of Revision if necessary
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Funding Address Book Reports Admin Logout

Awarded: Requested: i Available: Report Pariod: Fin. Rept. Status:

$3703.00 $000 $0.00 703,00 01/01/2012-03/31/2012 Revisned
Contractual Services

Equipment
Other
Goals/Objectives =
Budget
TEST -
Print
Documents Report Totals: ‘ ‘ $0.00 $0.00 $0.00 ‘

Activity Log
Special Conditions Financial Reparts List
Perfarmance Measures

. " View  Report
F:m\ Pur::se }- u 09/30/2011 $0. 10/15/2011 Ezier. Michzel
Site Visits E’ n 12/31/2011 Reviewsd 01/30/2012 02/03/2012 02/03/2012 $0.00 02/02/2012
Audits Reviewsd ‘ 000 =
MNotice of Dispute E 06/28/2012 Reviewsd 08/08/2012 08/08/2012 (53.300.00) 08/08/2012
"EV"‘“'fi‘ % n 06/30/2012 Reviswed 0771612012 08/08/2012 08/08/2012 $330000 o8/08/2012
‘Grant Links
Close Out
Reports
Figure 256 - View financial report details, edit dates or reviewer, see last update column
7.8.9.1.1 Generate Grant Modification Request Form
1. Within a grant award, navigate to the Reports, Financial Reports area, and click the magnifying
glass icon to view an individual financial report.
Home Grant Funding Address Book Reports Admin Logout
Grant Number: Awarded: Requested: it Available: Report Period: Fin. Rept. Status:
BARM-2010-1017 §287271 $000 $000 $0.00 07/01/2009-0%/30/2008 Reviewsd
3 ‘e L Grant Modification s} Funds Spreadsheet ) Budget Notice sl Financial Report ) £:y/:4)
Financial Report: 07/01/2009 - 09/30/2009 ﬂ Refresh

Persannel 5000 | =

Goals/Objectives ‘Operating Expenses.
Budget
Print Travel
Documents
Activity Log
Spacial Conditions

Contractual Services

Equipment

Performance Measures|

Progress Reports other

Federal Purpose

Site Visits
Audits

Repart Totals:

MNotice of Dispute
[r—— Financial Reports List 2 refresh
Grant Links View i - i i i Last Update

Clase Out eviewed 07 L] 015, m B : [ 000 - 1015,

Reports

o1/25/2010 5287271 011412010 Q1/25/2010 o1/25/2010

Grant Award GAN

Figure 257 - Select an individual financial report to view

2. Within the financial report, click the printer icon next to the Grant Modification link at the top
right of the page to generate a Grant Modification Request.
3. Download the file from your web browser; then save or print from Adobe Acrobat.
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BARM-2010-1017

Goals/Objectives
Budget

Print

n

Documents
Activity Log

Spedial Conditions
Performance Measures

Progress Reports

Home Grant Funding
Grant Number: Awarded: Available: Report Period: Fin. Rept. Status:
$287371 07/01/2009-09/30/ 2009 flevewes i

Financial Report: 07/01/2009 - 09/30/2009

Catagory

Personnel

Operating Expenses

Travel

Contractual Services

Equipment

Other

unds Spresdsheet i) Budget Notice i Financial Repert =) (.)/4d

Federal Purpose
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Report Totals:

Audits

Notice of Dispute
Keywords

Grant Links

Financial Reports List

Ciose vut —
I a5 Grent Modification_...pdf .

¥ Show all downloads., X

Figure 258 - Generate Grant Modification Form

7.8.9.1.2 Generate Grant Budget Notice

1. Within a grant award, navigate to the Reports, Financial Reports area, and click the magnifying

glass icon to view an individual financial report.

Face Sheet
Funding
Officers

Service Sites
Summary
Marrative
Goals/Objectives
Budget

Print

Documents
Activity Log
Spedial Conditions
Performance Measures[E2
Progress Reports
Federal Purpase
Site Visits

Audits

Motice of Dispute
Keywords

Grant Links

Close Our

Reports

Grant Award GAN

Figure 259 - Select an individual financial report to view

Home Grant Funding
Grant Managemant 3w
Grant Number: Avearded: Available: Report Period: Fin. Rept. Status:
1017 5287271 5000 7/01/2008-05/30/2009 Revzwes

Financial Report: 07/01/2009 - 09/30/2009

Category

Personnel

Operating Expenses

Travel

Contractual Services

Equipment

Qther

Grant Modfication ) Funds Spreadsheet s Budget Notice s} Financial Report =) | %/:4.]

2 refresh

Report Totals:

View  Report

Financial Reports List

B refresh

[1a

Amount Paid Sent Date RSTARSDate  Raviewer Last Updata

< | @ 000 10/15/200 | @R 10715/200% | [ - 107,
[ ] @

o1/25/2010 5287971 01142010 01/25/2010 o1/25/2010

2. Within the financial report, click the printer icon next to the Budget Notice link at the top right

of the page to generate a Grant Budget Notice.

3. Download the file from your web browser; then save or print from Adobe Acrobat.
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Funding Address Book Reports Admin Logout

Awarded: Requested: it Available: Report Fi it. Status:
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Grant Moification ) Funds Spreadshest ) BUdget otce 3= Financial Report i) i)
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Grant Award GAN
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Figure 260 - Generate Budget Notice

7.8.9.1.3 Generate Funds Spreadsheet
1. Within a grant award, navigate to the Reports, Financial Reports area, and click the magnifying
glass icon to view an individual financial report.

Home Grant Funding Address Book Reports Admin Logout

Grant Number: Awarded: Requested: i Available: Report Period: Fin. Rept. Status:
BARN-2010-1017 5287371 $000 5000 5000 07/01/2003-08/20/2008 Reviewed

Grant Modification s Funds Spreadsheet i Budget Motice = Financial Report =) 7))

Financial Report 07/01/2009 - 03/30/2009 B refresh

Category
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Goals/Objectives Operating Expenses
Budget
Print Travel

Documents
Activity Log
Spedial Canditions
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Equipment
Performance Measures|

Progress Reparts other o
Federal Purpase =
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Hotica of Disputa
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Grant Links 5 it e i Last Update

Close Out 0710/200¢ | [ 07157200 | [ 0 <] oo0] [1om57200 @ 0715/200¢ | [l 107

Reports 01/13/2010 ou25/2010 $287871 017142010 01/25/2010 o210

Grant Award GAN

Figure 261 - Select an individual financial report to view

2. Within the financial report, click the printer icon next to the Funds Spreadsheet link at the top
right of the page to generate a Grant Funds Spreadsheet.
3. Download the file from your web browser; then save or print from Adobe Acrobat.
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Home Grant Funding Address Book Reports Admin Logout

Grant Wsnzgamant 3 dward Sxaren
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Figure 262 - Generate Grant Funds Spreadsheet
7.8.9.2 Review Progress Reports

1. Click Reports in the Grant Menu to return the display sc

reen to the report type listing.

2. Click the blue-highlighted Progress Reports bar to expand the list of reports filed for this

category.

oL o8I0

obol L

| | Reports | Admin | Logout |
Auwarde: Aomard Raported % Matck: Match Raported 5 Project Dates ) Tithe
$1M300 (11 370300 {213

oLz o320 L 08132012 Deograss Ragems
el L e ool L e Bogren Repor
Defalt aspu?s ypa =35

oLr1ay; Uz
LT LT Beogren degorty

Figure 263 - Select Progress Reports

3. Onecaninsert a new progress report; the period start and end dates are prepopulated but can
be overwritten; all other fields are manually entered and should be entered before submitting
for review. Last Update field is always system generated based on user actions saved.
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Home Grant Funding Address Book Reports Admin Logout

Grant Number: Awarded: Requested: i Available: Report Period: Prog. Rept. Status:

BARM-2012-1203 $370200 $0.00 $0.00 5370300 07/01/2012-09/30/2012 New
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Figure 264 - View progress report details, edit dates, and see last update column

4. Click on the magnifying glass icon in the View column of the Progress Report you wish to review.

Home | | Funding | | Reports | Admin | Logout |

Graet Maragemer > Amr faarcr
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Figure 265 - Review Progress Report

5. When you’ve reviewed the report and it is satisfactory, click on the Status dropdown menu and
select “Reviewed”.

6. If the review of the report is not satisfactory, click on the Status dropdown menu and select
“Return for Revision” and repeat the process until satisfactory.

7.8.9.3 Review Performance Measures

1. Click Reports in the Grant Menu to return the display screen to the report type listing.
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2. Click the blue-highlighted Performance Measures bar to expand the list of reports filed for this
category.

Home | | Funding | | Reports | Admin | Logout |
Gt Maragement > Amprd fearch
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Figure 266 - Select Performance Measures

3. Click on the magnifying glass icon in the View column of the Progress Report you wish to review.

Home | | Funding | | Reports | Admin | Logout |
Gt Maragement > Amprd fearch
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Figure 267 - Review Performance Measures
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4. One can insert a new performance measure; the period start and end dates are prepopulated
but can be overwritten; all other fields are manually entered and should be entered before
submitting for review. Last Update field is always system generated based on user actions saved.

Home

G Grant Management

ET Bl Funding Management | AddressBook | Reports | Admin | Logout |

Application Search

Folder

Perf. Meas. Status:
New

"7
[
]

08/09/2012

08/13/2012 08/13/2012

%/30/2012 | Hew [ |m [ |m [ )

08/13/2012

112002012

Figure 268 -View performance measure details, edit dates, and see last update column

5. When you’ve reviewed the report and it is satisfactory, click on the Status dropdown menu and
select “Reviewed”.

6. If the review of the report is not satisfactory, click on the Status dropdown menu and select
“Return for Revision” and repeat the process until satisfactory.

7.8.10 Create a Grant Award Grant Adjustment Notice (GAN) (Accessibility based on
Permissions)

Manage Grant Adjustment Notices (GANs) in this screen. Grant modification requests that have been
submitted, reviewed and approved will be entered into the system and managed using this interface.

To add a new GAN:

1. Click on Add New Record
2. Enter the required data in the date approved and all other fields that apply: ReOb/DeOb funds,

personnel changes FY start or end date changes, or other notes. Click Insert to add, or cancel to
not add.

GAN “ADD NEW RECORD” FIELDS

This is a display-only field. GMS automatically assigns a unique GAN number to a new GAN

GAN Number
record.

Date Approved Enter the date this GAN was approved.

Last Update This is a display-only field. The date of the last update to this GAN record is displayed in this

field.
Budget Changes
Funding Year
REOB/DEOB Amount Enter the dollar amount of the REOB/DEOB funding for this GAN.
Old Value Display only: Displays the original total dollar amount allocated to this Grant Award.
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New Value Display only: Displays the new total dollar amount allocated to this Grant Award after
the REOB/DEOB amount is entered.
Available DEOB Display only: Displays the available DEOB dollar amount.
Available REOB Display only: Displays the available REOB dollar amount.
Personnel and Date Changes
Project Director
Display only: Displays the person currently assigned to the Project Director role for this
Old Value
Grant Award.
Select the new Project Director from the drop-down list.
New Value
GOCCP Monitor
Display only: Displays the GOCCP staff member currently assigned to the Regional
Old Value . .
Monitor role for this Grant Award.
New Value Select the new GOCCP Regional Monitor from the drop-down list.
Start Date
Old Value Display only: Displays the original Start Date of the Grant Award.
New Value Enter the new Start Date for this Grant Award.
End Date
Old Value Display only: Displays the original End Date of the Grant Award.
New Value Enter the new End Date for this Grant Award.
Other Adiustments This is a free-form text field. Enter any other miscellaneous adjustments or
] amendments to the Grant Award based on this GAN.
After entering the required information for this GAN, click on the Insert button to save
Insert/Cancel the record or click the Cancel button to cancel adding this GAN. If you hit the Cancel
button, your changes will be lost.

meteims paia, sperniect Logout T @

Figure 269 — Insert a new Grant Award Grant Adjustment Notice (GAN)

204



3. Click on the Insert button. The GAN is assigned a GAN # after it is approved; before approval it
will have a GAN# of zero (0).

7.8.11 Modifying Grant Award Grant Adjustment Notices (GANSs)

If there are multiple versions of the GANs against a single grant award, you will see the most recent one
on top; ordered numerically.

wesatment Lagout T 2

| AddressBook | Repors | Admin | Logout

Auwardedt: At mparied % Mstch: Malch Rrperte 42 Famject Dates Tithe: S

33708700 4TS 3000 S00% 1006/ 2001 - O/ 2003 Furiem vience Entancemanny - § Ao in Cemganc

| By
ST
- s
v
+ el

LT

NN N NN N NN

- lnoe/0NL

Figure 270 - Selecting a GAN to edit from List

1. You can edit each by clicking the Pencil Icon. Please note that GANs can only be edited while in
status ‘New’. If they are status ‘Approved’ — clicking on the Pencil Icon will allow the user to view
the data in read-only format.

GAN Numbar 7 Note Sat sutsmatically

Date Approved | 3/22/2012 i}

Last Update
Budget Changes
0ld Value REQB/DEQB Amount New Value
Grant Funds 5000
Awaitable DEOR
Awsitabla REOR
Personnel and Date Changes
Old Value Mew Value
Prcject Director | [Seisct Ons - |15stact ng] =
GOOCR Monitor |15 - | Willosr, Anissa -
¥ Start 10/1/2011 Start Date | 10 10/1/2011 )
P End End Date | 3/30/2012 /2002012 )

Other Adjustments
Approved modification to reduca thaparssnnal budget by SS5500. reducs tha equipmant budget by 44800, incraass the travl budgat by $247.00 and incrazss thaothar budget by SIS600. Soa frav.§) =n the
attached Budgat Notice. M ather conditions remain tha same.

o Iris Ballow

Internal tracking £ 179112

=

Figure 271 - Modify an existing GAN

2. To approve the GAN, click on the Status drop-down list and select Approved. It is only after a
GAN is approved that the changes made on the data entry form are applied to the grant award.
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Match BRpt. %: _Progect Dates: Titke:
003% GTLI0N - LUINA0IT  Testing 9-37-13

Gasls/Dhpectives

Select Approve from the
orint Status Drop-down menu

Doamments

Budget

Figure 272 — Approve a GAN
7.8.12 Printing Grant Award Grant Adjustment Notices (GANSs)

You can print each GAN by clicking the View icon to download to your local hard drive or print.

Welcame ek, superadmin' Logout @ @ |

| o | ndmin | togem |

Amard Raparted &

g Er ek e G
gopopppe

LR RN N SR
U I

Figure 273 - Grant Award GAN print or download.

7.8.13 Close Out a Grant Award
The Close Out page provides a list of questions to be answered at the conclusion of the Award.

1. Select Close Out from the Grant Menu
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wiekcoms ek Dant. Logout @

.& PREVENTION

| Funding | AddressBook | Reports | Admin | logour |
Awarded: Reported %: Mt Match Rept. % Progect Dates: Tiltle: Girmet Status:
3120000 oss $10L 200 00 000 % ORELANLE - 1LBALY  Tasng 9-27.12 degnrd In Complance

Risk Rating:  Below Average -
1 Organizational structure and COMBCT PErsons o ted W about the project and available 1o the program monitor,

aNo
Click Save

3 T hag net had ary complaints, disputes, claims, offical protests, or vielstions of state or federal law/reguistions during the past year,

FNo T es

a5

2 The organization promptiy notified GOCCP of any changes in project staff and/or arganizational structure.

# No Yoz

4 The organization maintained adequate staffing levels for the admanistration of this project.

SNo T Yes

Click radio buttons to

5 The arganization has submitted requined| answer questions
#No rYes
& The GOCCP monitor did nat have to wi pay! from the ion during the term of award.

& No ™ Yeos

7 The progress repans and perficemance measures supported the gesls and chjectives of this program.

SNo T Yes
§ The i repoeted
ENe O

3 The organization complied with 8l financial agresments and requirements of the grant avard

& No ™ Yeos

10 The organization foligwed a spending plan.
®No T Ves

Figure 274 - Grant Award Closeout Screen
2. Answer each question by clicking on the Yes or No radio button beside each
3. Click the SAVE button

4. Click on the Grant Status drop-down menu and select Complete Closeout Process

Grant Number. App. Number: Awarded: “RD&N"C‘\] b3 Match: Match Rept. %: Project Dates: Tithe Grant Status:
[unassigned] 3013-8A-0030 $1.20000 Dol % 10120000 0% OTOLENZ - 1130R012  Tewing 3-27-12 Awmard In Comgfance
¥ Award In Compkance
¥ Rgected By Sub

> Under Audit

Grant Menu

Risk Rating: Below Average

1 Organizational structure and contact persons presented in application were knowledgeable about the project and available to the progra —7 et in Compliancs
& N Y > Complete Cioseout Arocess [}
o es

Select Complete Closeout

2 The organization promptly natified GOCCP of any changes in project staff a
Process from drop-down menu

#FNo © Yes

Figure 275 - Grant Award Closeout Screen

5. Print the Close Out Form by clicking on Print in the Grant Menu and selecting Grant Award Close
Out from the drop-down list.
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Welcame back, Dent | ogout T P [

Home | . | Funding Manag, | AddressBook | Reports | Admin | Logout |
(Grartt Managasant > Award Saarch
Grant Number: App. Musmber: Awarded: Reporied %: Match: Match Rept. %: Project Dates: Title: Grant Status:
Tunassigrad] 2012-BA-0030 51.200.00 000 % $101200.00 0,00 % 07/0L/2012 - 11/30/2002 Tasting 3-27-12 Auned In Comphance -
£ | Gram Manu 2
£ PRINT REPORT

Piease select the repovts fo print
Report amard facket froject Dimcr 2

™ Print Award Packet Preject Diracter 2

Award Packt Authorized Officia
T Gent

Froperty Ivantory Reoon
TG 4y guns o sing v

Select Grant Award Close Out
from drop-down list

Berformance Monitar %
Erogrammatic Repartng

Sram Modificarian Fam:

Ganaral Conditians

Soscial Comamions

Activity Log
Special Conditions

Perfarmance Measres

Federal Purpose

—— m
Audits

Mistite ol Divputs

Keywaords

Grunk Limks
Close Out
Reparts

Grant Award GAN

Figure 276 — Print Grant Award Close Out Form

6. Submit sub-award (grant) folder and signed Close Out form to the Control Desk for assignment

to the appropriate Fiscal Specialist.
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7.9 Folder Management

The Folder Management feature of GMS allows you to track the location of the physical folders that
contain hardcopies of grant awards through an electronic check-in and check-out system.

Access the Check-In and Check-Out features by selecting Folder Management from the Grant
Management menu:

o a Funding Management |  Add
Hams Grant Management
Application Search
Award Search
Dead !
N | — okder Management ——
x Ay Mt-funa test 10/26/2012 "

Figure 277 - Access the Folder Management Screen

The Folder Management screen is displayed:

Home | Grant Manag Funding Manag AddressBook | Reports | Admin | Logout |

Grant Maragement > Foider Management

—Please Select an Emplovee First Grant Award Files to Cherk-Out:

Select Employes: | [Seiect Employee] Grant #

Mo records to display.

Figure 278 - GMS Folder Management Screen

7.9.1 Check-Out Folders

1. [fitis not already highlighted, click on the Check-Out tab. Click the drop-down box next to Select
Employee and select a name from the list.

2. After selecting an employee, the Grant Award # text box appears.
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fzrant Management = Folder Management h

Grant Award Files to Check-Out:

Select Employes:  [Select Employee]] >

Please Select an Employee First:
’7 Grant #

[Select Employee] Mo records to display.
Alexander, Andrea
Bailey, Felicia
Eaddy, Latonya
Houghton, Shane

Figure 279 - Click Check-Out

3. Enter the Grant Award number in the text box beside Grant Award # and press the Enter Key.

i

Home | GrantManag | g Manag AddressBook | Repors | Admin | Logout |

Gran Managament > Foider Managemens

—Please Selectan

First: Grant Award Fifes to Check-Cut:
Grant §

Mo recons fo display.

Enter Grant Award Number
and PRESS the ENTER KEY

Stect Empioyet:  Moughion, Shane

—Enter Grant Award Number:

Grant dwsrd & Avaa-2013-0010

Figure 280 - Enter Grant Award Number and Press the Enter Key

e NOTE: If you are using a barcode scanner, establish your cursor by clicking once inside
the Grant Award # text box, and then proceed with scanning.

4. The Grant Award is added to the Grant Award Files to Check Out screen.
e

Home | Grant |

Grane Managament > Foidel Managemens
I—_'- Out S

r—Please Select an rree First:

Grant Award Files to Check-Out:
Stect Empioyees  Moughion, Shane G ¥
AVAA-Z013-0010 Houghton, Shame B lng
—Enter Grant Award Number:

Grant Awsed #:

Grant Award is add to
the list to be
checked-out.

Figure 281 - Grant Award added to Check-Out List
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5.

Repeat this process for each Grant Award you want to check out. When you finish adding items
to the list, click on the Save icon to check the files out. NOTE: If you do not click Save, you will
lose your selections and the award files will not be checked out.

o

Home | Grant Manag | Funding Manag AddressBook | Reports | Admin | Logowt |

Grase Maragemacs > Feiser Mansgemant

I i : Check-In

Grant Award Files to Oeck-Out: Save | 7] Cancel

Please Select an Employee First:

SeectEmpioyes | Houghtan, Snane

Grant # De cte

RWAA-2013.-0010 Houghtar, Shane
[~ Enter Grant Award Number: MVDC-2013-1112 Heughtan, Shane shoughton

Grant Award #

Click to Check Qut
Items In List

All Grant Awards added Appear in
Check-Out List

Figure 282 - Click Save icon to Check Out Files

7.9.2 Check-In Folders

1.

2.

3.

Click on the Check-In tab.

Grant Managemert > Folder Management

Enter Grant Award Number: Grant Award Files to Check-In:

Grant Award # | Grant #

Mo records to dsplay.

Figure 283 - Click the Check-In Tab
Enter the Grant Award number in the text box beside Grant Award # and press the Enter Key.

Welcome back, Dan! Lugoutl‘) ?

r—Enter Grant Award Number:

e = %]
[ L e - Deiete
L]

RVAA-Z013-0010 Houghton, Share Fpugeen

Figure 284 - Enter Grant Award Number and Press the Enter Key

e NOTE: If you are using a barcode scanner, establish your cursor by clicking once inside
the Grant Award # text box, and then proceed with scanning.

The Grant Award is added to the Grant Award Files to Check In screen.
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Welcome back, Dan! Loguut'(')' ? [

... - . . 1 - . . 1 Grant Awards added
Home | B o list of files to be
Grane Managament > Foider Management chacked-in

—Enter Grant Award Number

Grant Aware 4 | ]

RVAA-I013-0010
MVOC.2013-1112

Figure 285 - Grant Award added to Check-Out List

Repeat this process for each Grant Award you want to check in. When you finish adding items to
the list, click on the Save icon to check the files in. NOTE: If you do not click Save, you will lose
your selections and the award files will not be checked in.

Welcome back, Dan! I.ogout (l) ?

click to Check-In
items inlist
All Grant Awards added
Appear in Check-In List

Geart Managesant >

Enter Grant Award Number-

Geant Avaed #

RvAA-SI_0010 Houghton, Shane shoughtan ¢
MVDC-2003-1112 Houghton, Shane shoughton x

Figure 286 - Click Save icon to Check In Files
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8 Address Book

8.1 Introduction

The GMS Address Book contains two databases — Organizations and Contacts:

1. The Organizations database is a central repository of all information about organizations that

provide, utilize, or relate to Grant and Funding activities in GMS.

Edit Name « Type Auth. Official Phone Address Federal ID County Active Grants Delete
L Jm 2 | [[o—— | | | g 0 e~
650 Fitzwater Street P.O. Box
#  100Good Men plorprofiean- Taylor, Edward (4105439663 3743 52-2002447 Wicomico F x
g Salisbury, MD 21802-3743
Nen-Profit Non- 1500 Merrimac Drive = :
ra 4-H Teen Leaders in Action Religious Brooks, Leon (301) 868-9636 Hyattsville, MD 20753 521422111 Prince George's F x
g = Non-Profit Non- . B 4404 Moravia Road - N .
£ ALCT. Activity Community Teams Religious Martin, James (410) 325-1902 Battimore, MD 21206 03-0432507 Baltimore City E bl
ASK, Inc. (Achieving Success Non-Profit Non- N 3200 Walbrook Avenue . .
P e e Wright, Christopher (410 383-9633 e 52-2768276 Baltimore City F ®
111 South Calvert Street,
#  Abell Foundation, Inc. plorProfiean- Embry, Rabert {£10)547-1300  Suite 2300 52-6036106 Baitimore City F x
g Baltimore, MD 21202-6174
Figure 287 - Address Book Organizations Database
2. The Contacts database stores information for all individual contacts that are associated with
Organizations, Programs, Grants or Funding Sources in GMS.
Edit Contact Name Organization Name Job Title Phone Fax Email Active Delete
| | | | [ o—— Jlo—— || | acive  ~
ra 4a, RegressionUser Aberdeen Police Department Regression User (410) 272-2121 F x
ra €3, RegressionUser Aberdeen Palice Department Regression User (410) 272-2121 F w
ra Abadiz, Judy Bureau of Govemnmental Research Financial Coordinator (301) 4034403 Jabadia@bgr.umd.dbu = x
rs Abaidoo, Kendra Watts Ashburton Arez Association, Inc. President (410) 664-7899 kendra.abaidoc@verizon.net F Fad
£ Abboft, Debbie Town of Hurlock: Fiscal Officer (410) 9434181 (410} 943-8556 Iinformation@hurlockmd.net F x
ra Abbott, Doug Carroll County Sheriff's Office Fiscal Coordinator (410) 386-2405 (410} 876-1152 dabbett@ccg.carr.org F x
#  Abboft, Douglas Carroll County Board of County Fiscal Coardinatar (410) 386-2405 (410) 876-1152 dabbott@ceg.car.ar = x
Commissioners

Figure 288 - Address Book Contacts Database

All information pertaining to Organizations and Contacts is added and updated via the Address Book in
GMS. An organization or contact must be stored in these databases in order to be associated with grant

applications and awards or funding programs.

3. Inthe Contacts database, you can associate an Organization with a contact.

4. Similarly, in the Organizations database, you can assign one or more contacts from the Contacts

database to any given organization.

8.2 Organizations

Access the Organizations database by selecting Organizations from the Address Book menu:

m Grant Management | Funding Management Address Book Reports. | Admin | Logout |

e

Organizations k
vailable Funding [ contacts

e ot Toale Do dlina s Moo a

Figure 289 - Address Book -> Organizations

The Organizations screen is displayed:
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Figure 290 - The Organizations Screen

From this screen, you can:

1.

NouswN

View all the available Organizations that can apply for or supply a Grant
Search for an Organization
View Contacts, Grants, and Documents associated with an Organization

Add Contacts to an Organization
Add a new Organization

Edit an Organization

Delete an Organization

Add new record

Edit

’

Name o

AN

100 Good Men

4-H Teen Leaders in Action

AL, Activity Community Teams

ASK, Inc. (Achieving Success through
Knowledge)

Abell Foundation, Inc.

Non-Profit Non-Religious

Non-Profit Non-Religious

Nen-Profit Non-Religious

Non-Profit Non-Religious

Non-Profit Non-Religious

Auth. Official

Address

Federal ID

[flo—— I

630 Fitzwater Street P.O.

Taylor, Edward (410) 543-4663 Box 3743 52-2002447
Salisbury, MD 21802-3743
1500 Merrimac Drive

Brooks, Lean (301) 868-9636 Hyattsuille, MD 20783 521422111
4404 Moravia Road

Martin, James (410) 325-1902 Baltimore, MD 21206 03-0432907

. 3200 Walbrook Avenue

Wright, Christopher (410) 383-9633 Baltimore, MD 21216 52-2268276
111 South Calvert Street,

Embry, Robert (410) 547-1300 Suite 2300 52-6036106

Baltimore, MD 21202-6174

[AI] -

Wicomico

Prince
George's

Baltimore City

Baltimare City

Baltimore City

Active ¥

Grants  Delete

B =
a
a
x
A =

Figure 291 - GMS Organization Fields

The following columns of information are displayed for each organization record:

1.

ounkswN

Organization Name
Type of Organization — Funding Organization by type, Grantee or Prime Recipient

Authorized Official — Last Name, First Name

Organization Phone Number
Address (Street, City, State, Zip)

Federal ID
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7.
8.

County
Active Status

Three action columns are also included in this view:

1.
2.

8.2.1 Expand and View an Organization Record

Edit: Click the pencil icon in this column to edit the information for an organization

Grants: Click the icon in this column to download a PDF file that lists any grant awards this

organization has received.

Delete: Click the X icon in this column to delete an organization from the database. Contacts
which were part of this organization will still exist but will no longer be linked to the deleted

organization. Awards or applications which had listed the organization before it was deleted will
still do so, but the organization will no longer be assignable for applications, awards or contacts.

Scroll through the list and use the search/filter fields to locate the organization you wish to view. Refer
to the section Sorting, Filtering, and Searching for Records for help with sorting, filtering, and searching
for records.

1. When you locate the organization you want to view, click the expand icon to the left of the

2. Organization information is displayed in tabs beneath the expanded record.

record.

s Abell Foundation, Inc. Nan-Profit Mon-Religicus

Aberdeen Community Action Coalition Nan-Profit Mon-Religicus

Aberdeen Police Department Local Government

Embry, Robert

Lucas, Jo

Trabert, Henry

41

1

(41

Figure 292 - Expand Organization Record

1CE OF

Weicoms back, Dant Lngoull‘j ?

e ior-Proft Non-Refgicus  Lucas, Jo 10 272-1800

Pu0 Box 242
Aperdesn, MO 21001

” Aerdeen Poikee Department Local Govemment Trabert, Henry A T2

43, Regressioniiser
£a Regressoniiser

Cox, Kerneth

Lescher, i
Rudy, Rercly

Sever, Albert
Traart, Hanry

3 ot Parce Treet

Moerdeen, MD 210018995 32-6000557

State Agency Danmyer, fooert (420) 7025688

Nige:-Prf Reigicus Paimer Antoric 1410) 2654700

felfe)ilz 2 4 5 _|off] rapesmz -

5
Reistenstomen, MO 11135
Annapedis Church of God 34
Janwal Stoeet 31677577
Annapeis, MD 71403

L x

Fegrestion Liser e »*

Caprain s x

Sroject Writer # x

Chief of Poiice: s *

Administrative Sergesot s *

Chief of Poiice rd x

Dinector of Finance. 5 x

52002088 Banimare Courty u ®

a

Anne Anrcs

~

2179 e in 105 pages

Figure 293 - Expanded Organization Record
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8.2.1.1 Expanded Organization Record - Contacts Tab

Upon expanding an organization record, the Contacts tab is displayed by default. This tab displays a
record for each contact that is associated with the expanded organization.

| contacts Grants Documernits

Edi
4a, RegressionUser Regression User i Fal
6a, RegressionUser Regression User £ Ead
Cox, Kenneth Captain ” x
Laucher, lim Project Writer Fa *
Rudy, Randy Criet of Poice ” x
Sevem, Alpert Administrative Sergeant ra Fal
Trabert, Henry Crief of Police ”~ *
Wilson, Linda Directar of Finance ” *

Figure 294 - Organization Record - Contacts Tab

The following columns are shown for each contact associated with the organization:

1. Name
2. Contact Type
3. JobTitle

The following action columns are also displayed:

1. Edit: Click on the pencil icon in this column to edit the details of a contact.

2. Delete: Click the X in this column to delete a contact from the organization. This does not delete
the contact from GMS or the Contacts database — it only deletes the association of the contact
to the organization.

8.2.1.1.1 Add a Contact to an Organization

You can add a contact from the GMS Contacts database to an organization. Note: Adding a new Contact
requires that the Contact exist in the Contact Directory. If not, then the Contact should be added to the
Contact Directory first, and then added as a Contact to the Organization record. If the checkbox for
Employer is selected, and the Start Date is entered, then the organization’s address record will be
included within the contact’s record.

5 60 MNorth Parice Street
Abergesn Polige Departmy 410y 272-111 ¥ 52-6000957 rford
M 7 R b ey 410 oy Aperdeer, MD 21001.9998 S0000S, .

]
.
-

Refresh

Contact Type Click to Save.

Name= ks Fiart Date:

Job Tl T End Date: =

Empioyer: §

|l

4a, RegressionUiser Regression Uiser # Ll
£a, Regressioniiser Regression User e *
Cow, Kennetr Captain # ¥
s Cciocs s 2 >

Figure 295 - Add a Contact to an Organization

1. Click on Add New Record at the top of the Contact tab.

2. Either select a Contact Name from the drop-down menu or begin to enter a Contact Name into
Name box.

3. EnteralobTitle.
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4. Enter the Start and End Date (if known) for the Contact. This information is important if a point
of contact changes jobs but will still be participating with a grant’s implementation.
5. The employer checkbox indicates if this person is an employee. It also updates the contact’s
address, phone and organization tabs to include the organization’s values in each area as part of

their own.

Grant Management

Folder Management

Figure 297 -Contact Record when Employer checkbox is not checked

6. Click on the checkmark icon in the lower right hand corner to save the contact record.

8.2.1.1.2 Edita Contact Associated with an Organization

You can edit certain information about a contact from within the Organization database, including their
Job Title, Employer status, Start Date, and End Date.

Lucas, Jo

(410) 272-1600

P.O. Box 142

Aberdeen, MD 21001

Harford

Aberdeen Eypanded Organization Record ]

Local Government

Contacts Tab

Aberdeen Police Department

Add new record

Name

Trabert, Herry

(410) 272-2121

€0 North Parke Street
Aberdeen, MD 21001-9998

52-6000957 Harford

Click to Edit

Refresh

Delete

State Agency

National Guard
—

Reisterstown, MD 21136
————

43, RegressionUser Regression User| Contact Record ra x
63, RegressionUser fon User s x
Cox, Kenneth Captain \i‘ x
Laucher, Jim Praject Writer s x
Rudy, Randy Chief of Police s ® )
Edit details for Contact: Rudy, Randy
Job Title: [ChiefofPolice Start Date: [ 1& [ clickto Save
Employer: = £nd Dates [ = Contact Record
Changes =0
Seve, Albert Administrative Sergeant s x
Trabert, Herry Chief of Police s x
Wilsan, Linda Director of Finance I x
o hcoutface frogram - Wa% and Danmyer, Robert (410) 702-9683 L G T2 2 52-6002033 Baitimare County. 7 x

Figure 300 - Edit an Organization's Contact

1. Locate the contact you wish to edit and click on the pencil icon in the Edit column.

N

Make any appropriate changes to the contacts data.

3. Click on the checkmark icon in the lower right hand corner to save your changes, or click on the
X button beside the checkmark to cancel the edit.
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8.2.1.1.3 Delete a Contact from an Organization

You can delete a contact from an organization. The contact will remain in the GMS Contacts database,

but will no longer be associated with the organization.

Contacts Grants Documents

Add new record

Name

=]

Click to delete a contact
from an organization

4a, RegressionUser = Deete Contact from x
63, Reg Jser Organization? Regression User

Cox, Kenneth (Then click OK to confirm. }_ ok ]| cance Captain

Laucher, Jim Project Writer

Rudy, Randy Chief of Poiice

Sevemn, Albert Administrative Sergeant

Trabert, Henry (Chief of Police

Witson, Linda Director of Finance

E Refresh

Edit  Delete

Figure 301 - Delete a Contact from an Organization

1. Locate the contact you wish to delete from the organization and click on the X icon in the Delete

column.
2. When the “Delete Contact from Organization” dialog box appears, click the OK button to

confirm or the Cancel button to cancel the delete process.
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8.2.1.2 Expanded Organization Record - Grants Tab

Click on the Grants tab to view a list of all the grants awarded to the selected organization.

& refresh
Applicant Agency Impiementing Agency Progect Title: Start Date Progect Director
| I & [ [ | = e

2: BARM-Z013-1030  Aberceen Potice Department Aperdeen Folice ent Body Armar OT0L2012 06/30/2013 Severr, Albert  —

é_ BIAG-2007.0167  Aberdeen Poiice Department Aberdeen Police Department CCTV/Pole Cameras [LETC) QLOL2008 D6/30/2009 Trabert, Henry

a BIAG-2005-1017  Aberdeen Poiice Department Aberdeen Paiice Department Notification Software 10/00/2010 04/30/2012 Trabert, Hensy

é BADN-2009.1015  Aberdeen Pofice Department Aberdeen Police Depariment LPR - Computer Replacement - LTR2 05/00/2012 06/30/2012 Severn, Albert B

* HSCL2000-0087  City of Aberdeen Aberdeen Police Denanment ::::f“""wm“”{m‘";“ 01/01/2000 12/31/2000 Cox, Kennetn

é_ HECI-2001-1005  Aberdeen Police Department Aperdeen Police Depariment Harford-Aberdeen-Community Poicing 020112001 12/31/2001 Con, Kenneth =
., | +f]

Figure 302 - Organization Record - Grants Tab

The following columns are shown for each grant awarded to the organization:

=

Award Number (click to view grant summary in a popup window)
Applicant Agency
Implementing Agency
Project Title

Start Date

End Date

Project Director
Amount

. County

10. Monitor

11. Status

©oNOU AW

The following action column is also displayed:

12. Edit: Click on the pencil icon in this column to edit the grant award. You will leave the
Organizations database and be taken to the Grant Award Menu screen and you must navigate
back to the address book menu item to return to the organization record:

ot e te Lpgaut @ B
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8.2.1.3 Expanded Organization Record - Documents Tab

Click on the Documents tab to view a list of all the documents associated with the selected organization.

i P 60 North Parke Street B
W{Hpamd Organization "ewrd) IR e 528000887

Grouped by Documents I
Classification

Edit
Classification: ; Count: 1

ya

Figure 298 - Organization Record - Documents Tab

The following columns are shown for each document associated with the organization:

13. Document Name

14. Created (Date the document was uploaded)

15. Modified Date the document record was last modified)
16. Modified By (Contact who last modified document record)

The following action columns are also displayed: Delete

document

17. Edit: Click on the pencil icon in this column to edit the document record.

18. Document: Click on the Download link in this column to download a copy of the document.

19. Delete: Click the checkmark in this column to delete the document if you have uploaded the
incorrect item.

Document records display grouped by classification, which is a value you can assign to a document when
adding or editing a document record.

8.2.1.3.1 Add a Document to an Organization

Adding a document to an organization involves uploading a file and providing information about it.

e 60 Morth Parke Strest -
mozman IR s 52600097 Horferd 4 x

Select Classification

Click to select file to upload
from your computer

Enter Name,
Description, and

Expiration Date

6-1-2012 General Comespongence

Figure 299 - Add Document to Organization

1. Click on Add New Record at the top of the Documents tab.

2. Select a Classification for the document from the drop-down menu.

3. Click the Select button. This will display a standard dialog box, shown in the figure below in the
upper right corner that allows you to select a file from your computer to upload.
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4 = My Documents » GOCCP &

New folder

Documents lib...

Arrange by:  Folder =
4 Libraries GOCCP
| Sample Pictures Name o
B Deskiop £ g
- %] Recent Places For Keith-GOCt
[ 5 R, "1 MEE reparts
Training videos | |&
Hon-Profit Hon-Religious  Taylos, Edward H10) 5434563 B Libraries Special conditid
T Documents Not sure how t &
..', Music swishilkawa | |
= Pictures Copy of Gocep +
Dooument Dotument Hame - »
e st M|
Classification: seneral Document 1
1 File name: Copy of GoccpPerdGrantippComy ~ | Al Files =
Document: | e —
Document ame: ] Loesn fr) [ Conea |

Description:

Expiration Date:

s’ 1114202

test 1114/2912

Downigad

|EI"E|z

345 ol eagesizem - 2178 items in 109 pages
—

4 12 Taan Lasdase in Aetinn Mo Dafit Man Dalininie  Rraabe |ann @11 ass 0sE S A =ana7118 Brinsa ansmas L L] *

Figure 300. Upload document file

4.

8.

If there is a green dot next to the file name of the file you just selected, you are ready to upload.
If there is a red dot next to the file name, then the file cannot be successfully uploaded due to
format or connection errors. If there is a yellow dot next to the file name it is still loading.

|

acts Grants Documents

B Refresh
Delete

Document Document Name Created «

Modified Modified By

Classification: eneral Uocumen i

© swishikswa PG x Remaove

Document:

Document Name:

Description:

Expiration Date:

E]

Claccifirstinn: Ranaral Narumeant Caont 1

Figure 301. Document status indicators in uploading to the Documents section

Enter a descriptive name for the document. This will be the name of the document record and
does not have to be the same name as the file you upload.

Enter a detailed description of the document into the Description field.

If applicable, enter a date into the Expiration Date field. This indicates the date after which the
information in this document is no longer valid.

Click on the checkmark icon in the lower right hand corner to save the new document record.

8.2.1.3.2 Edita Document Record in an Organization

You can edit certain information about a document record associated with an organization, including the
documents classification and the records name, description, and expiration date.
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Edit Document Document Name Created . Modified Modified By Delete

Classification: General Document; Count: 1
s Download The new organization chart 11/14/2012 11/14/2012 x
Edit details for Document with ID 101

Classification: General Document i

Document: Selec;

Document Name: The new erganization chart

Test

Description:

Expiration Date: 11/1/2013 =)
=

Figure 302 - Edit a Document Record for an Organization

1. Locate the document you wish to edit and click on the pencil icon in the Edit column.

2. Make any appropriate changes to the contacts data and optionally change the classification.

3. Click on the checkmark icon in the lower right hand corner to save your changes, or click on the
X button beside the checkmark to cancel the edit.

8.2.1.3.3 View or Download a Document Record in an Organization

1. Locate the document you wish to view and click on the Download link. If the file name can be
renamed if desired during download but by default is the same as shown in the download
screen.

8.2.1.3.4 Delete a Document Record in an Organization

1. Locate the document you wish to delete and click on the checkmark in the Delete column to
delete, click Ok to continue.

&d Add new record 2 Refresh

Edit Document Document Name Created « Modified Modified By

v Classification: &~ Count:1
. The new arganization chart 11/14/2012 11/14/2012

Figure 303- Download, View or Delete a Document record

8.2.2 Add an Organization

1. Access the Organizations database by selecting Organizations from the Address Book menu:

Figure 304 - Access the Organizations Screen

2. Click Add New Record from the Organizations screen.
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Adgress Bock > Organizations

Click to add a new organization

B3 Ao rrew record

= Authorized
Mame: Officiak: =
Address 1t B u x
&rﬂ't Adgress I:
S F x
. - e e
Bhone: ty: - B x
Srate: MO ¥ .
Fox . ) i
S — -8 -
Webste: = = -
Fecersl ID: County: 0- State-wide - . _ a ”
Congressional
ST Bckact: 0 State-wide - .
= Legisiative
bl | appication — b 000 - . F B *
.' Restricted:
L e — 5 4 8 *
Murmber Comment:
R 1m | F B x
[ —
3 =3
7 o = B -
o] |2
F B *
" 8 *
. ( Select values from drop-down lists ) Click to save new - n =
organization
= @8 x
" (4] *
F 0B *
bl
THILTITOTE, WL S 1580 u i
’ Agdictign Connectipns Resgurge Jre,  Mon-Profit Non-Religious  Witiams, Linda {410 B79-3548 ;’itlg' , r\",é‘i,‘fw 52.2338274 Harford F B ®
Marylana Judicial Center B0
/  Agmiistotve Officecttne Couts  Judiciary Brocooina, Frark 4101 260-1419 Tayar Avenue 526002033 Arne Arungel F 8 Ed
| Annapalis, MD 214012352 of
[selfefz]z 3 4 5 - |of[on| Pagesamzn - 7175 flems in 109 pages

Figure 305 - Add New Organization

Enter information about the organization into the data fields as follows. Where applicable,
select values from drop-down lists. At @ minimum, the Organization Name and Type are required
to create an Organization record.

e Name: Organization Name (required)

e Parent Organization: Select from drop-down list if applicable

o Type: Select from drop-down list (required)

e Phone: Provide primary phone number for organization

e Fax: Provide primary fax number for organization

e Website: Provide URL if the organization has a website

o Federal ID:

e IRS Tax ID Notice: Place a checkmark in this box if the organization has a W-9 on file

e Application Restricted: Place a checkmark in this box if applicable (requires Parent
Organization)

e  DUNS Number: Provide DUNS number (nine characters, no punctuation)

e CCR Expiration: Either type in the date or select it using the calendar icon

e Active: Place a checkmark in this box to make the organization active in GMS (default is
checked)

e Authorized Official: Select a contact from the drop-down list. The contact must exist in the
GMS contacts database to be selected here

e Address Fields: Enter the physical address of the authorized official for the organization

e Congressional District: Select from the drop-down list
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2.

3.

e Legislative District: Select from the drop-down list
e Comment: Enter any notes or descriptions provided by the organization

4. Save.
Edit an Organization

Click on the pencil icon in the Edit column of the record you wish to edit.

Address Baok > Organizaticns

Click to Edit an
Organizations Details

r, Edward [410) 343-4663

» wor o , Leon (301) B6B-9636
. 4404 M
> T At mmunity Team: Mon-Profit Mon-Religious  Martin, James {410) 325-1902 saltimd
> ; Nen-Profit Non-Refigious  Wiright, Christopher {410) 363-9633 i)
inrewgh Know edge)
111 Sa

Figure 306 — Access the Organization Edit Screen

If you do not have the ability to edit an organization, click on the link for the organization name
to see a tooltip with all of its details.

‘ Home | Grant Management | Funding Management | Address Book Reports Admin | Logout | i

B Refresh

Aberdeen Police Department - AN v | Attive -
‘ :yp:; o = B (410) 325-1302 Telmare 1D 21206 030432907 Baltimore City (1] =
uth. Offical: Trabert, Henry
M Phone: @10) 272-2121 (410) 3339633 S AR TR 52-2268276 Baltimore City
Faxr i e Baltimare, MD 21216
Website: www.aberdeenpolice.org/ 111 South Calvert Strest, Suite
Federal ID: 52.6000057 (410) 547-1300 300 526036106 Baltimore City x
Address: 60 North Parke Street EBaltimore, MD 212026174
Gity: Aberdeen P.0. Box 142
MD FpZZINT Aberdeen, MD 21001 (T
210019998
50 North Parke Street
Harford @10 2722121 Aberdeen MD 210019958 52-5000957 Harford
13620 Meuse Argonne Cirde :
I : No (410) 702-9653 EERTa 526002033 Baltimore County
App-Res i ted ° Annapolis Church of God &4
DUNS Number: 098661465
CCR Expiration: 410) 2684200 Janwal Street 311677577 Anne Arundel x
ot Annapalis, MD 21403
5140 Regent Park Road
Catansville, MD 21228 LI (ST
125 North Hilton Street
2 \ ) 410) 362-9200 Boltimare, 1D 21220 522029641 Baltimore City
. P.0. Box 20534
Academy of Suceess, Inkr (410) 945.9502 i M 52-2184518 Baltimore City
Home and Schoal Assadiation
Academy of the Holv Cross Nan-Profit Religious O°Connell, Barbara [501) 963-7954 4920 Strathmore Avenue 520683113 Montgomery x|
Kingsinaton, MD 20895
345 . [>)[0] Pagesizef20 - 2178 items in 109 pages

Modify any applicable fields, then click the checkmark to save your changes. Refer to the section
Add an Organization above for descriptions of the data fields.
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Heading indicates you are

Editing the organization.

Eberdeen Folice Department -} Authorized Trabert, Hen ~
i Trabert, Henry
» 3| Addresst: |60 North Parke Strest
::‘t v Adderess 2
» e
Type: Loca! Government - o # o ————
— Aberdeen
 |prone  |miomzuz | o :
it 5 = -
» I ] : e
Znc [ 210015558 |
Website:  [www.aberdeenpolice.org, i
Wi Chunty Marford -
N | Pederai 1o [52-6000957 y
RSTexD = cl:.m“;wll 0 State-wide -
Notice: oS
» cation — I.Dtmlllvvt 000 =
: Click to Save changes to
- |ous @8_651_4_66 the organization.
Kimbes Cormnment: -
» W< | -
Expiration: —
[ Aahe -
)]
>

Figure 307 - Edit an Organization

8.2.4 Delete an Organization

You can delete an existing Organization from the GMS Organizations database. However, deleting an
Organization should go through internal approvals as all the related Program, Grant and activity data of
the Organization will also be deleted.

1. Click on the X icon in the Delete column of the record you wish to delete.

Adarens Bock > Organizatiens

€50 Fitzwater S!lee'. PO. Bax
Nor-Profit Men-Religious  Taylar, Edward [410) 5343-4663 4
Saisbury, MD 21802-3743
1500 Mesrimac Drive
Hyattsvite, MD 20783

Nan-Profit Non-Refigious  Brooks, Leon [301) B6B-2636

;i " e 4404 Moravia Road - :
Non-Profit Non-Refigious  Martin, James {a10) 325-1802 Baltiare, MD 21206 Batimore Gty
3200 Waibraok Avenue ;
Baltimare, MD 2121 i
111 South Catvert Street, Suite
Nor-Profit Non-Religious  Embry, Robert {410) 547-1300 2300 Baltimore City

Non-Profit Non-Refigious  Wiight, Christopher [410) 383-2633

Figure 308 - Delete an Organization

2. Click the OK button when the delete-confirmation dialog box appears. If you click the Cancel
button, the organization will not be deleted.

T Box 18
(410} 272-1600 .
Aberdeen, MD 21001
f kreet
Henry . joo1.98
B @ veomer iy
| ok || cancel |
....... of God
Antonid
403
Road
Street
pdz WD Ei229
: 2.0 Bax 20544
L~ —_—

Figure 309 - Confirm Deletion of Organization
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8.3 Contacts

Access the Contacts database by selecting Contacts from the Address Book menu:

Figure 310 - Address Book -> Contacts

The Contacts screen is displayed:

Weilcome back, Dan! Logoutt_!)' ?

ADEham, Skara B

“OiAREN R VNN NN N NN

A o-| ndra

NN

5
5
=

]
5
i
[
=]

|

Sioneleigh Cltizers on Patrol (COP)
Baltimore Police Department

Govemar's Office of Crime Cantral &
Prevention

Center for & Hasttiny Manytand

Govennor's Otfice of Crime Control &
Preventian

City of New Caroiton
Hospice of the Chesapeske, Inc.
Tawn of Port Deposit
Community Conferencing Center

Frederick Courty Gavamment -
Commissioners

Woodside Garden Apartmenis Community
Associstion

Maritgomery County State’s Attorney's Office
District Court of Maryiand

Cecil County State’s Attorney's Office:

Tawn of Brookelie

Cross Cuftures Youth Day Camp

[selfefz]2 3 ¢ 5 . [0d[ow] Psgeszeisc ~

Acting Fiscal Director

Executive Director

Finance Director
Presidert and CEQ

Executive Cirector

Frederick County Grants
Coordingtor

President

Victim-Witress Coordinstor
Admirstrative Cierk

Chief Investigator
President of Commissicn
Director

(410 3770501
(430 356-2458
(410) 821-2828
1410} 539-0672
(410) 8212828
(301) 455-6100
(410) 987-2128
(430 378-2121
(410 885-7400
(301) 600-1120
(410) 269-6563
(240) T77-7493
(410) 9960720
(410 996-5325
(301) 5703465
(410) 3414670

[410) 5470915

(300} 455-8172
[410) 9873961
(410) 378-5204
(410 8BG-0544
[301) 600-1302

(410) 265-0831

(240) TTT-7413

(410 392-7824

{301} 570-0355
(410) 677-4488

Paul.abell@battmarepciiceorg

mabrsham@medehiarg

skariaatranam133@hotmail.com

mayor@partdepastong
labramso@jnmi.edu

catvamsanfrecoo-md.net

Sandra.aceveco-
rarper@mortgomenycourtymd.gav

grace.achuff@courts.state md.us

aclerno@dim.chw.ecy

A MmmE ™A@ AA

o NN W N WM

k]

Aaamm 8 =
o B O B

~
1

T items in 140 pages

Figure 311 - The Contacts Screen

From this screen, you can:

1. View all of the Contacts in the GMS database

2. Search for a Contact: (Please note when searching for a contact searches for a first and last
name must be entered specifically as the data would be formatted in this column including
suffix and all appropriate commas. For example, searching for the former Police Chief of
Baltimore City Police: Frederick Bealefeld Il would require the user to enter:

Bealefeld Ill, Frederick H

oukWw

Add Contacts to an Organization
Add a new Contact

Edit a Contact

Delete a Contact
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Addrwis Sock > Comacn

[ . | | L)_- | | Agtive =
> . Aped 51, Ed Stoneleigh Citzens on Patrol (COF) 410y 377-0500 F x =
» ' A Fagl | Baltimere Police Department Acting Fisca! Director [410; 356-2498 Paulabel@battmorepalicecng F x
3 s i Governar's Office of Crime Controd & e —
> ’ Apookire Moerena Traen 4104 821.2828 F x
b 7 Aumbam MSW Meerg Center for a Healthy Maryiand Executive Director {4105 535-0872 (410) 5470815 mabraham @medchl.on = x

Figure 312 - GMS Contact Fields

If you do not see a pencil in the Edit column on the left side, then click the name of the contact to see
the details about it.

‘ Home | Grant Management | Funding Management Address Book Reports Admin ‘ Logout ‘ k

Address Book > Comaets

Add new record B Refresh

Edit | Contact Name «

7 Adigun, Kavode Governor's Office of Crime Control & Pravention (410)821-2828 x 1

s Alexander, Andrea Governar's Office of Crime Control & Pravention (410)821-2528 x

7 Allen, Haman Governor's Office of Crime Control & Pravention (410)821-2828 x

r Allison, ) (410)821-2828 x
Prefix/Salutation: _/_

£ Alphonso] Name: Stephen Amos (410} 821-2828 x

P Abion el Jo;eaT?tilz:tiun: Govemar's Office of Crime Control & Prevention 41018212828 >

p Alston, cH Address: 300 East Joppa Road, Suite 1105 (410)821-2828 *
City: Baltimare

r Amos, Ste! State: MD (410)821-2828 x
Zip: 212563012

£ Antal Jam oo i e (410)821-2828 x

p Arnold, Df Fax: 1410} 3213116 (4101821-2828 x
-Mail:

£ Bagorazzij User Name: (410} 821-2528 x

omment:

I Baier. Mid (410} 821-2528 x

£ Baig. Osman Governor's Office of Crime Contral & Prevention (410)821-2528 x

I Bailey. Felicia Gavernor's Office of Crime Contral & Prevention (410)821-2528 x

£ Baker-Simon, Patricia Governor's Office of Crime Contral & Prevention (410)821-2528 x

£ Barnwell. Benl Gavernor's Office of Crime Cantral & Prevention (410)821-2528 x

£ Baum, Alisa Governor's Office of Crime Contral & Prevention (410)821-2528 x

Wl iz3 45 [/ [m] eageseemo <] 22 tems i 12 pages

Figure 313 - View contact details when you do not have the ability to edit

The following columns of information are displayed for each organization record:

1. Contact Name

Organization Name (organization that the contact is assigned to)
Job Title

Phone

Fax

Email

Active Status

NouswN

Three action columns are also included in this view:

8. Edit: Click the pencil icon in this column to edit the information for an organization
9. Delete: Click the X icon in this column to delete an organization from the database.

8.3.1 Expand and View a Contact Record

Scroll through the list and use the search/filter fields to locate the contact you wish to view. Refer to the
section Sorting, Filtering, and Searching for Records for help with sorting, filtering, and searching for
records.

1. When you locate the contact you want to view, click the expand icon to the left of the record.
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N

L4 Abell Foundation, Inc. Non-Profit Mon-Religious Embry, Robert (41
s Aberdeen Community Action Coalition Nan-Profit Non-Religious Lucas, lo (41
ra Aberdeen Police Department Local Government Trabert, Henry 41

Figure 314 - Expand Contact Record

2. Contact information is displayed in tabs beneath the expanded record.

Welcome back, Dan! lngoul@ ?

Onganization Mam

Sioneleigh Citizens on Patrol (COP) 813 3770501
Baitmore Police Department (a1 3562458
Gavemors Defice of Crime Contemi & Q100 8213
bt 14101 821.2828
reE—— re—r— e —————
Center for 8 Hestey Manyand 1419 5300972 14101 5470015
B ftres
Address Line 1
Work Center for & Heathy Mansand: 1211 Casheoral Street Baitimare MD 2101 |
e L e e
7 Abmaham hay o 141 B21-3828 L L
» s Abrahae Siaria P iy of New Camcitton Finance Director {301 459-6100 {30y 4588172 ‘sarisabaham1SS@hotrallcom F x
¥ e Abrams ErwinE Haspice of the Chesapeake Inc. President and CEO f410) 587-2129 410y 9873861 4 * :J
felfelilz 2 ¢ 5 - [o[] Pagesaeln - BT Res v 180 pages

Figure 315 - Expanded Contact Record
8.3.1.1 Expanded Contact Record - Information Tabs

A contact’s information is displayed in four tabs beneath the contact record when it is expanded. Each
tab contains one record for each information type, for example if the contact has several phone
numbers (work, home, etc), each phone number will be displayed as a separate record within the Phone
Number tab. The tabs are:

Address

Phone Number
Email Address
Organizations

PwNPE

Upon expanding a contact record, the Address tab is displayed by default. For descriptions of each tab,
refer to the section Edit a Contact.

Address Phone Number Email Address Organizations.

u Add new recond c Refresh

Address Type Address Line 1 I ] S Tip Primary Edit Delete

Work Center for & Healthy Maryland: 1211 Cathedrai Strest Baitimare MD 21201 ]

Figure 316 - Contact Record — Contact Information Displayed in Tabs
8.3.2 Add a New Contact

1. Click Add New Record from the Organizations screen.
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Welcome back, Dan! I.Dgl}l.lt @j’ ?

Salutatior: [Empty] - GMS Login: iNore] v
Prefic fEmpty) - | -]
Enter Contact information ment
First Name: |
into data fields. | =l
Micdie Name: | 5 o
Last Name: | Click to Save
Sl |' E new Contact
] %]
3 ’, 4a Regressionliser Aberdeen Poiice Depariment Ragression User (10} 2722121 E *x A
i # 2 Regressgnliser Aberdeen Poikce Department Regression User g ar-nn F x
> s, Abadia, Jugy Bureau of Governmental Research Financial Coordinator (301} 403-4403 jabadia@bgr.emd.dbu o x
3 . Absides endra Watls Ashburtarn Area Association, Ine, Presigent (420} 6647809 kendra sbaidoo@venzonnst F x
3 s Abbott Debbie Town of Hurieck Fiscal Officer (420 9434182 [410) 843-8556 information@huriodond.net E x
> ’ Abbott, Doug Carrodl County Sheritrs Office Fiscal Coordinator (410} 386-2405 {4100 876-1152 dabbott@crg.camong F x
- Courty f County i
> [ s e Fiscal Coordinator 10 3862405 410] 8761152 cabbott@ccgamorg = x
» ’ Abbott esse £ € Family Worship Center Church of God Pastor 14301 7457732 1410) 745-4581 F x
> ' Abbott Rache| Lighthause Crurch of God Chureh Cierk (410 799.3400 [410) 7993318 = x 51
[se)fedt]z 3 4 5 - fa|[ow] eegesze - 6974 Herms in 340 pages

Figure 317 - Add New Contact

2. Enter information about the contact into the data fields as follows. Where applicable, select
values from drop-down lists. At @ minimum, the First Name and Last Name are required to
create a Contact record.

e Salutation (optional)
e Prefix (optional)

e First Name (required)

e Middle Name (optional)
e Last Name (required)

e  Suffix (optional)

e  GMS login (Select from drop-down menu)
e Active status — defaulted with a check for Active

3. Click the checkmark icon in the lower right corner to save the new contact.

You are taken back to the main Contacts screen. At this point the new contact has been saved and is
now in the GMS database, and you can now add addresses, phone numbers, and email addresses to
the new contact, and associate the new contact with an organization. Refer to the section Edit a
Contact for instructions on adding information to a contact.

4. To quickly locate the new contact you just added, type the full or partial name into the Contact
Name field in the column heading and press Enter.
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Address Book > Contacts

Type in the full or partial

name of the new contact

and press the Enter key to
locate the contact.

Montgomery County State’s Attorney’s Office  Viclim-Witness Coardinator

District Couwrt of Maryfand Administrative Cleric
Cecll County State's Attomey's Office Chiet Investigator
Town of Brookevilie President of Commission

Cross Cuttures Youth Day Camp Director
—

Figure 318 - Locate New Contact Record

5. The search executes and the newly added contact record is displayed. See the following section
for instructions for adding additional information to the new contact.

Address Book > Contacts

8.3.3 Edita Contact

Locate the contact you wish to edit — refer to the section Sorting, Filtering, and Searching for Records
for help locating a contact in the database.

8.3.3.1 Editing High-Level Contact Information

1. When you locate the contact you wish to edit, click the Expand arrow next to the record:

Click to expand contact record

Add new record
Address Type Address Line 1
| Mo records to duplsy.

Figure 319 - Expand Contact Record

2. To edit high-level contact information, click the Pencil icon in the Edit column. This will display
the high-level contact data entry screen — the same screen used when initially adding a contact.

click to edit high-level
contact Information

Dan

Make any updates ar Hew Contact added 10-20-2012
modification to data fields ol
Active: -
[ Click to save changes ta contact \

Figure 320 - Edit High-Level Contact Details

3. Click on the checkmark icon in the lower right corner to save changes to the contact.
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8.3.3.2 Editing Contact Information in Tabs

Use the tabs located below the expanded contact record to add or edit a contact’s addresses, phone
numbers, and email addresses, and to assign the contact to an organization.

stiye Director [410) 535-0872 1410} 347-0515 mabnnamSmedchign 3 bl

4 Aprabam MSW, Meeng Center for a Healthy Maryland cacs
s R Click to Add a Click to Edit an
; = new record existing record

Address Line 1 Address 2 State Zp

Werk Center for & Healthy Maryland: 1211 Cathegral Street Baltimore MD 21201 | |

Figure 321 - Add New or Edit Existing Contact Information in Tabs

5. The following procedures describe how to add new information to a contact. The same
procedures apply for editing records in tabs for a contact — you will just click the pencil icon in the
Edit column of the record instead of clicking the Add New Record icon.

8.3.3.2.1 Add an Address to a Contact

1. Click on the Address tab if it is not currently highlighted and active.
2. Click the Add New Record icon directly beneath the Address tab for the expanded contact
record.

2 rerresn

Edit Delete

Primary

[ Enter address information - ek e

—_— : —

| into data fields I | Click to save new
| address for contact

l7_¢|¥||

Figure 322 - Add a new Address to a Contact

3. Enter the new address information into the data fields. Place a checkmark into the Primary
checkbox if this address is the contact’s primary address.
4. Click on the checkmark in the lower right corner to save the new address.

8.3.3.2.2 Add a Phone Number to a Contact

1. Click on the Phone Number tab if it is not currently highlighted and active.
2. Click the Add New Record icon directly beneath the Phone Number tab for the expanded
contact record.

Click to add new phone
number to contact Click to save new
phone number for

contact

Estension

Enter new phone
J information

Mo recoeds to dispiay.

Figure 323 - Add a new Phone Number to a Contact

3. Select the Phone Number type from the drop-down list.
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4. Type the area code and phone number into the Phone Number field. Enter an extension in the
Extension field if applicable.

5. Place a checkmark into the Primary checkbox if this address is the contact’s primary phone.

6. Click on the checkmark in the lower right corner to save the new phone number.

8.3.3.2.3 Add an Email Address to a Contact

1. Click on the Email Address tab if it is not currently highlighted and active.
2. Click the Add New Record icon directly beneath the Email Address tab for the expanded contact
record.

Click to save new

ermall address for
contact

Emai 5 Prim
i =
Work - Enter email address _—
-]
ay.

Figure 324 - Add a new Email Address to a Contact

3. Select the Email Address type from the drop-down list.

4. Type the email address into the field.

5. Place a checkmark into the Primary checkbox if this is the contact’s primary email address.
6. Click on the checkmark in the lower right corner to save the new email address.

8.3.3.2.4 Add an Organization to a Contact

1. Click on the Organizations tab if it is not currently highlighted and active.
2. Click the Add New Record icon directly beneath the Organizations tab for the expanded contact
record.

Click to add an organization
to the contact

Click to complete adding
organization to contact

Empioyer

drop-down list and complete data el

Ni -
R Select Organization from the Seciiit
Empigyer fields

Active: L

Figure 325 - Add an Organization to a Contact

3. Click on the Name drop-down list to display a listing of all the organizations in the GMS
Organizations database that are available to you. If you know the organization name, you can
begin typing it to find it in the list. When you find the correct organization, click on it to select it.

4. If the organization is the contact’s employer, enter the contact’s job title into that field and
place a checkmark in the Employer box.

The employer checkbox indicates if this person is an employee. It also updates the
contact’s address, phone and organization tabs to include the organization’s values in
each area as part of their own.

The following logic pertains to the Employer checkbox on the association between Contact and
Organization:
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A contact may only have one (1) employer at a time. All previously selected Employer values for
the given contact are cleared when a record is saved with the Employer checkbox checked.

The organization name shown on the Contact Search Grid is the one selected as Employer
Work Address and Work Phone Number are displayed from the Employer Organization record
on the Employed Contact’s Phone and Address lists.

Figure 327 - Contact Record when Employer checkbox is not checked

1.

4.

8.3.4

Enter the date the contact started with the organization into the Start Date field, or select it by
clicking on the calendar icon beside the field.

If the contact is no longer employed by the organization, enter a date into the End Date field.
Place a checkmark into the Active checkbox if this is the contact is currently associated with the
organization.

Click on the checkmark in the lower right corner to save the new organization record.

Print Contact Labels

To expedite the process of sending correspondence, you can print a contact’s mailing address on an
Avery 5163-compatible mailing label sheet. These sheets contain 10 mailing labels, and you can control
which label you want to print the contact’s address on.

| V| ~| ®

|l bW =
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To print a mailing label for a contact:

1. Inthe Address Book -> Contacts listing, click the printer icon in the Label column for the contact

you wish to print:

et ek, et | ot @ P

2 Refresh

christie abbont@maryland.gov [443)

/' Abadia ludy Bureau of Governmental Research Financial Coordinatar  [None]
> ra Abaiioe, Kendra Watts Ashburton Area Asseciation, Inc. President [None]
(Y /' obon Cvisie Somerset County Hsalth Deparment  Administrator
> ra Abbett Debbie Towm of Hurledk Fiscal Officer [None]
(8 /  Abbott Douglss Ea”c Couney Board of Courty Fiscal Coordinator [Nons]
'Y/ bbon DovalesW, Carmoll Counsy Sheriffs Cffice Fiscal Coordinztor  dabbom@ccg camorg
> ra Abbett Jesse EC Family Worship Center Church of Ged Pastor [None]
> s Abben Rachel Lighthouse Church of God Church Clerk [MNone]
| bdulRahim dnees fLeTavid Communiey MISEN 2SS project Direcior [Hone)
I8 7 Abdul-Rahim Reim ]‘:‘lj“""“’ ERIT A IR, e INone]
> s Abed Sam ) MD Department of Juvenile Services Secretary [None]
N/ eisid Stoneleigh Ciizens on Parol (COP) INons!
> BT Saitimars Police Daparment Acting Fizcal Dirsczr [Nang]
> s Abraham MSW_Meena Center for a Healthy Maryland Exacutive Director [MNone]

[Tz 345678510 [ vagssuz

[410) 664-7899

[410) 943-4181

[410) 386-2405

(410) 386-2405

14 7732

[410) 799-3400

8-8703
{410) 728-8703
[410) 230-3101
(410) 377-0501

{410 396-2498

(410} 539-0872

(410) 651-5680

[410) 943-8556

(410) 876-1152

(410) 876-1152
[410) T45-4581

(410} 799-3318

(410 347-0315

jabadia@bgr.umd dbu
kendra.abaidoo@verizonnat
Christiz Abbot@maryiand. gos
information@hurleckmd.net
dabbon@crg.can org

dabbon@ccg.canorg

sbads@djs.state md us

Paulsbal kaltimerspalics.on

mabraham@medchi org

R AR e R A

KX FEEEEEEE

R R e

=
=
=,

P

7843 items in 393 pags

2. The print dialog box appears:

Research Financial Coordinator Mons] (301} 402-4203
jiom| Inc: Ihonsi A30566%7R39 -
=| Advantage Audited P. =R - R -

DEpartmeJ- = i 2iF = s - 1.5680
Address Type: |[5elect omel x 3-8556

County Label Start Posttion: | 1 . [} F5-1152

[Frnt | [Cangel |

[ffics I_I Longel, Lﬁ—llSZ

(rurch of Gi 25-4351

pel }5—33‘.3

ission Cent

Wission Ce

il Services Lacretary [Non=] W10} 230-3101 }333-4199

atrol (COR) [Mons] 410} 37T7-0501

a. Click on the drop-down box arrow beside Address Type and click to select:

Address Type: |[Select Onel

Label Start Position: | =0 :TE:
Project Director

Authorized COfficial

%
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b. Next, select the Label Start Position by clicking on the up or down arrows:

Address Tvpe: | project Director =

-

Label Start Position: | 5

O

You can select where on the page you’d like the label to print. For example, if you select

Label Start Position 6, your label will print on the label page as so:

Label
Position 6
1 6
2 7
3 8
£ 9
5 10
— J )

3. When you’ve selected the label position, click on the Print button:

- Frezident Ihlonal 44100 664-7835
| [®] Advantage Audited Page - 5 - o

man —= L

Address T_VPEZ Project Director = -

Label Start Position:

fGg =5

Cent

I=H Saorztary [Nene] {4107 220-210L (3100 333

4. Type in the filename, then click the Save button.

ptwork.

Enter filename. Default is
"Mailing_Labels". You can
add the contact's last name
or any other identifying
information.

Click Save button
when ready

m

File name: |ETTVRE] i Et JIETRE]

Save as type: | Adobe Acrobat Document

E Folders LPSave ] ’ Cancel
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5.

6.

Locate the file on your hard disk and click to open the PDF, or if your browser shows the file at
the bottom, click on that to open the label report in a new tab:

F Abaidoe Kendra Watts Ashburton Arza Association, Inc. President [Mona) {410} 664-7855
£ Abbott Chrictie Somerset County Health Departmant Administrator christie sbbett@rmaryland gov (443) 523-1711 4107 651-5
£ Abbott, Deh?’ [Mone) (410} 943-41E1 [410) 343-8
a Abbott, Doy or [Mens) {410) 3B6-2405 {410} 876-1)
£ Abbott, Dof Click on the name of the file just or dabbont@ccgcamorg {410) 3E6-2405 {410) 876-1)
£ Abbotr Jesy generated to open it in another tab [Mona) (410 745-7732 1410 745-4
#  zbbom Ra of your browser. [Hons (410) 799-3400  (410) 795-3
£ [Mone] (410} 72B-8703
' [Nane] (410) 72B-8703
# artmant of Juvenile Services Secratary [Meona) (410 220-3101 [410) 333-4
#  AbellSr Fd eleigh Citizens on Patrol (COP) [Honeal [410) 377-0501
[feffl23456783 10 B Pagesi= 20
| T Mailing_Labels.pdf M |
From here you can print the sheet directly to your printer.
] o] ]

[y Gooce

x )/ [ Mailing_Labels.pdf x

= € [ file:///C:/Users/DWS/Documents/GOCCP/Mailing%20Labels/Mailing_Labels.pdf ©, v ] «"
[ start (] Google (] Personal [] Goccp

Mir. Anees Abdul-Rahim

Project Director
AL-Tawnid Communtty Missian Cener, Inc.
5447 Belair Rosd, 2nd Floor

Baltimore, MD 21205

Label is printed in position
#6, as defined in the Label
Start Position you chose.
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8.3.5 Delete a Contact

You can delete an existing Organization from the GMS Organizations database. However, deleting an
Organization should go through internal approvals as all the related Program, Grant and activity data of
the Organization will also be deleted.

1. Click on the X icon in the Edit column of the record you wish to delete.

[#damss Back = Comaes

Add new recard
Edit Contact Name -
Click to delete contact

Victim-Witness Coordinatar (2400 777.7483

District Court of Maryland Administrative Oerk {410y 996-0720 graceachufi@counsstatemaus
Cecil County State's Atiomey's Office Criet Imvestipator 1410 996-5335 410) 3827834

Town of Brookevile President of Commission (301 5T0-4465 (301) 5700355 iemoBar.ciw.edy

S b ok e ok T Ty 10 2ae scon fam e sige

v N NN
L N |

Figure 328 - Delete a Contact

2. Click the OK button when the delete-confirmation dialog box appears. If you click the Cancel
button, the contact will not be deleted.

Active

|

— x
B 10 from webpage 1]
Harper
i '9- Delete this Cantact?

acieme

[Eo] pey

Figure 329 - Confirm Deletion of Contact
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9 Admin

GOCCP administrators and technical personnel use the tools provided in the Admin menu to control and
configure GMS system-wide data and processes.

=3 | funding Management I Address ookl reports ] @ | |
; Grant Management Funding Programs | Organizations : insi =
Application Search Funding Year Contacts

GFDs

Award Search

Folder Management

Parmission Types
Address Types

Contact Types
Email Address Types
Phane Number Types

Doc Classi ion Group

File Location

‘General Conditions
Special Conditions
Performance Measures
Progres Repart Questions
Federal Purpose Areas
; Reporting Requirement Types

f Budget Category !
Statuses
Business Processes
Change My Password
Change My Security Q&A

Figure 330 — GMS Admin Menu

GMS is a role-based system; users have access to system features like viewing screens, changing
statuses, creating funding programs, and editing applications & awards based on what role is assigned to
their user ID. All of the customizable information used to implement GMS businesses processes are
defined in the Admin menu.

NOTE: The Business Process System (E&V) includes complex logic for dynamic processing of custom
validation, events, and actions. Statuses, Flows, Events, Actions, etc. make up the Business Processing
System. No changes should be made to any of those areas without the involvement of the development
team to ensure dependencies are not broken and processing logic is maintained.

9.1 Admin Screens Illustration

This illustration demonstrates the following GMS screens:

6. Admin -> Users

7. Admin -> Roles

8. Admin -> Permissions

9. Admin -> Business Processes
10. Admin -> Statuses

To illustrate how information defined in the various Admin screens combine to define processes in GMS,
consider the Grant Application process. After an application is initially created, it progresses through
various statuses like Submitted, Pending, and Internal Review. Sometimes the application status changes
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after the applicant takes action, like submitting or cancelling the application. Other times the application
status will change when a GOCCP user takes action, like receiving the hardcopy or beginning an internal
review of the application. Eventually the application is either denied or awarded as a grant and its status
is changed accordingly.

1.

In this illustration, there are several Users involved, including the applicant and the GOCCP user.
Those users have been assigned Roles (the applicant could be assigned the role External User,
the GOCCP user may be assigned the roles of Internal Staff and Regional Monitor. Users are set
up in GMS in the Admin -> Users screen.

Admin > Users

UserID
(Record is Expanded)

tiovil@goccp.statemd.us

Roles that have been
assigned to this User ID

Internal Staff

Regional Monitor Fad
\ SystemAccess | x
bl userDl info@gocepstate.md.us F -F - Change Password Change Security Q/A ra =

Figure 331 - Admin -> Users Screen

The GOCCP user has permission to view, edit, and change the status of the application because
their User ID has the Internal Staff role assigned to it, and that role has been defined with those
permissions. Roles are set up in GMS in the Admin -> Roles screen.

Admin > Roles

E Refresh

Add new record The Role "Internal Staff"

(Record is Expanded)

Permissions Tab
Is Selected

Name

bl [ntemal Staff

Users I Permissions

Add new record

Granted Permissions

Edit Type

Active ¥
* A User ID with the Role PR Fiki F x
"Internal Staff" has permission
s to "Enter, View" OTErTISTOT = x
s a Grant Application. = x
7 F >
¥ & Form [Mone] urce F x
e Form [None] Distriulin F x
s Form [Mone] GrartAware s x
' Ferm [None] GrantApplicationSearch Enter, View F x =

Figure 332 - Admin -> Roles Screen

Because the applicants User ID has been assigned the Role of External User, they have
Permission to access the Grant Menu screens as well as to change the status of the application
to Submitted or another status like Withdrawn. Similarly, because the GOCCP User ID has been
assigned the Role of Internal Staff, they have the permission to view and edit the Grant
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Application as well as to change its Status to Hardcopy Received, Internal Review, Awarded, or
another status. Permissions are defined in the Admin -> Permissions screen.

Admin > Permizsions

GrantAppiication
OrderBy:

GIMS Permission "GrantApplication”
{"Edit" clicked to show detail}

Allews user to access =
Grant Applicaticn page &

Actives =

ol os]

#  Fom GrantAppiicationSearch 0 = E
= Rl Roles with this Permission can Enter, View,
/4 fom GrantAward 0 E Y8 and Edit the GrantApplication Form (the Grant
Fa Form GrantAwardSesnch 0 F Erl  Menu which users see when they apply fora
”, Fom Granttinks 60 1 E grant or edit a grant application
#/  Fom Granthanagement 10 = EnneR” ™
' Farm GrantRoles 3&0 4 Enter, Edit S
[selfedz]z 3 4 5[] Pagesam|sz - 230tems in 5 poges

s Workfiow Hardcopy Received Imtema: Review o F Enter, Edit x =
Edit details for Permission: Hardcopy Received Internal Review
Type: Workfiow - OrdlerBy:
Hame: [Hardcopy Received Internal Revi
- Allows user to move & =
Description: Grant Application Allowed Permissions
Active: ' ~
i ::"5 lpE e ek Roles with this Permission can Enter and Edit the "Hardcopy
%o g ”::ptf' Ii(: \:m nh m.; :“ o o Received Internal Review" Workflow,
Vs Werdfiow TR Ao o allowing them to move the application from the "Hardcopy
Received” to "Internal Review" status
/ Wordiow New Submitted (] #
il s 3 (3]s [olf]_ragesaelso - s s
B

Figure 334 - Admin -> Permissions Screen (Permission to change an Application Status)

4. The action of moving a grant application from one status to the next — in this case from
Hardcopy Received to Internal Review — is called a Workflow in GMS. In a larger context, the
entire Grant Application process is called a Business Process in GMS.
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Admin > Dusiness Processes

Business Process
W "Grant Application”

Process
Target Status Permission il "Begin Internal Review”

Moves application from
Current Status: Hardcopy Received
to

Workilow : e ARjERIg Hed Cony. ” Rl Target Status: Internal Review
“"Hardcapy Received” Hwsiting Hard Copy Withdrawn
A Fengng Award From Admiiin-> Awarded Pending Award Retum to Perding
Awal Withdrawn Permissions Awarced Withdrawn Wiindraw Agpiicatian

Apgiication Denled Pirk Sheet Review Ref

~  Cancel d

| canceY
Pending Revision Grant Application Retumed for Review ' .
Internai Review Fé x
Hardeopy Received Awating Hard Copy TCODT HeC ATy q Retum to Awaiting Hardcooy s *
Hardcopy Received Withdrawn Hardcopy Received Witharaan Withdraw Appiication £ K
| [wiiei)2 3 «[pd[m] paoesae]so -] 32 i I s
Distribution

Programmatic Reporting
Site Visit

Figure 335 - Admin -> Business Processes Screen

e Business processes contain many workflows; the Hardcopy Received workflow is expanded
and contains one record for each status that the application could be moved to from
Hardcopy Received. For this illustration, the relevant record can be found under the Grant
Application Business Process, the Hardcopy Received Workflow, and the Begin Internal
Review process.

5. In order for Statuses to be available for creating workflows in Business Processes (and anywhere
else within GMS) they must be defined in the Admin -> Statuses screen.

| Admin = Statuses Fa ~ %
Status
Add new record "Internal Review" E Refresh

Status ["Edit" clicked to show detail) Edit

Internal Review =
Edit details for Status: Internal Review

Internal Review

Status:

(]
Mew s
MNew Grant ra

Figure 336 - Admin -> Statuses

9.2 Add a New GMS User

Create new GMS user by accessing the Add New User screen (Click Admin -> Users -> Add New User).
Note that the new user can log into the system, but in order for them to apply for a grant or view any
organizations’ applications or awards, they must be associated with a Contact and an Organization.

9.2.1 Add new GMS Login

1. Access Add New User from the Admin menu.
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Figure 337 - Admin -> Users -> Add New User

2. Enter the new users information.

Home | GrantManagement | Funding Manag | AddressBook | Reports | Admin | Llogout |

Admin > Users > Add Mew User

User Name:[

Passwonl:'i

F_ass\_u_pld must at least 8 characters in length and include at least 1 non-alphanumeric character
Confirm Passwoﬂi:|

E-mail:
; - Enter new user information into
Seruley Duesnon: text fields then click the Create

Security Answer: User button

Create User |

Back to Users

Figure 338 - Enter New User Information
3. Click the Create User button in the lower right corner of the window.
9.2.2 Associate New GMS Login with a GMS Contact

1. Access the Contacts database by selecting Contacts from the Address Book menu:

Home Gulinw|

Home

Available Funding
View

Figure 339 - Access Address Book -> Contacts

2. Click Add new record

Click to add new contact

Select the User you just added in
Admin -> Users -> Add New User
=T [Nene] -
r . Hughhomis = =
Comment Judytest] nactive)
First Mame: [ LenHoffrman (Inactive} ._J |
Middie Name: | Enter required Ak hoffman (nsctive)
Last Name: | Information regressionliser3s Ellck::o ’::;
,— regressiont a new Lo’
e regressioniserdl Jar
B =l [l
A A GEeeD District Court of Maryland Adminstrative Ceric {410} 996-0720 graceachulf@courtsstatemd.us " x 3
ra fichufl, Richard Cecil Caunty State’'s Atarney's Office Chief Investigator {410) 996-5335 (410 3927814 F X
s Agiemg Michae! Town of Brockedlle Fresidert of Commissian (301} 570-4465 (301) 570-0355 acemoBdim.ciwedu [ td
' Bikerson, Angeis Cross Cuttunes Youth Day Camp Director [410) 341-4670 (410 677-4489 F *
s Bcosia Esg. Carge Montgomery County State’s Attomey's Office  Assistant State’s Attomey (240) 7777300 (240) 217-7441 = x

Figure 340 - Add New Contact Record and Select GMS User ID

242



3. Enterrequired information, associate the new contact with the new GMS user you added by
selecting their User ID from the drop-down list, and click the Save icon.

9.2.3 Associate New Contact with a GMS Organization

1. Locate the contact you just added, and click the Expand icon next to the record to display the
data tabs beneath it.

Paul.abell @batimarepaiice.ong

Click to access list of GMS

TS o izati , th lect.
= rganizations, en selec Click to
r T save.
Active r

& [410) 821-2828 b x

tof 2181 (#10) 535-0872 {410) 547-0915 masraham@medcri ong E ¥

Figure 341 - Add an Organization to a Contact

2. Click on the Organizations tab if it is not currently highlighted and active.

3. Click the Add New Record icon directly beneath the Organizations tab for the expanded contact
record.

4. Click on the Name drop-down list to display a listing of all the organizations in the GMS
Organizations database that are available to you. If you know the organization name, you can
begin typing it to find it in the list. When you find the correct organization, click on it to select it.

5. If the organization is the contact’s employer, enter the contact’s job title into that field and
place a checkmark in the Employer box.

6. Enter the date the contact started with the organization into the Start Date field, or select it by
clicking on the calendar icon beside the field.

7. If the contact is no longer employed by the organization, enter a date into the End Date field.

8. Place a checkmark into the Active checkbox if this is the contact is currently associated with the
organization.

9. Click on the checkmark in the lower right corner to save the new organization record.

With these three steps complete, the new user will have permission to apply for a grant and will see the
associated organizations’ applications and awards in their home page dashboards.

9.3 Reference Types

Reference types are labels for categories of values that a particular object could potentially have. For
example, if the object is a Phone Number, the reference types could be Home, Work, Cell, etc. In GMS,
reference types are normally selected from a drop-down list. Using phone number as an example, when
adding a phone number to a GMS Contact, you will be required to select a Phone Number Type from the
drop-down list:
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Select Phone Type

Phane Number
The values in this list
are created in Admin
> Reference Types ->
Phone Number Types

Figure 342 - Selecting a Reference Type from a Drop-down List

1. To add a new Phone Number Reference Type, go to Admin -> Reference Types -> Phone Number
Types and click.

Figure 343 - Access Admin -> Reference Types -> Phone Number Types

2. Click the Add New Record icon, and enter the new type name.

| Admin > Reference Types > Phone Number Types

Enter new phone number
type, like "satellite”

Enter OrderBy number to
indicate where the type will
be displayed in reference to

the other types in the list

Figure 344 - Add New Phone Number Reference Type

3. Enter a number in the OrderBy field. This number will indicate where the new type will be
displayed in reference to the other values in a drop-down list. For example, in Figure 304, if you
entered “25” into the OrderBy field for the new value type, it would be displayed after Cell and
before Home in a drop-down list.

Admin > Astersnce Types > Thang Number Types

Add rew r

D .

New Phone Number

k hecinia Reference Type is added. 10 " x T
2 cal 20 E x s’
3 Home 30 E x s,
4 Fax 40 F Lal e
5 Otne \ 50 = * #
7 Satelite 25 F * s

Figure 345 - New Reference Type Shown
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4. To verify the new reference type has been added correctly and appears where it should in a

drop-down list, access the Address Book -> Contacts screen, expand a contact, select the Phone
Numbers tab, click to Add New Record, then click the Phone Type drop-down list.

P o Carreil County Board of County T —
Abbott Dougl F ”
Commissianens

Frone Mumber Emall Adress Organizations |

New Phone Number
Reference Type
"satellite” displayed after
Cell and before Home in
drop-down list.

Home ({110) 386.2405
Fan

@1} 876
| i 410} 876-1152

Family Worship Center Church of
God

Pastor

Figure 346 - Confirm New Reference Type Appears Correctly in Drop-down List

Follow the above procedure for adding other Reference Types.

9.4 File Location

The values in this list represent the locations where physical folders containing grant-related
information reside. To add a new File Location:

1. Access Admin -> File Location

[ Admin T
| Permissions
Roles
Users *
| Reference Types ¥

| Reporting Requirements e Location
Budget Category
Statuses
Business Processes
Change My Password
| Change My Security Q&A

Figure 347 - Admin -> File Location

2. Click Add New Record, enter new location into the File Location text field.

‘ Admin > File Location h

Add new record Click to add new File Location

File Location «

| r =
Archives AR F s x*
Grant Manager's Room = Vi x

Figure 348 - Add New File Location

Place a checkmark in the Active checkbox if you want the location to appear as active, then click
the checkmark icon under Edit to save the new record.
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9.5 Reporting Requirements

Reporting requirements are categories of information that are required by sub-recipients on a regular
basis to maintain compliance with the terms of a grant award. When awarding a grant, you can specify
which categories of reporting requirements, and which measures or questions within the categories that

will be required of the sub-recipient:

e

Home | GrantManagement | FundingManagement | AddressBook |

Reports | Admin | Logout |

Grant Manageman > Award Search

i Match:

10, 840.00

Grant Number: Awarded: Award Reported %

Match Reported %:
nns

Project Dates:

Tithe: Grant Award Status:

Reporting Requirement Type:
Special Conditions

Available Special Condition(s)
Availsbie Special Condition(s)

Ovdnal = Shor

Final year of funding

wvalabie for al The sub-recipient (5 reminded that this award represents tne FINAL

year of funcing for this project.

programs)
The program evaluatar and the evailation contract must be approved
by the Governor's Office of Crime Control & Prevention prior to
Evalustce and the initisting services, Contracts for evahiation senvices under this grant
ir evalustion confract  award must be expicit and detailed. Privately contracting with the

frust be approved same evaluator, in either paid or non-paid capacity, to provide
additional services Tor this grant project, without prios appeoval from

GOCCP, is strictly prohbited.

The Qrant award of rate shal De renagotiat
tunding 1o the Governar's Office of Criny
ncreased or decreased for this progeam

have received this Special Condition, your entity is either new to
P, or It is time for the two (2} year update of confmation of
gits ¥ ation. The CIVIL RIGHTS aire Mmust De
efed ang returned, with any additional attachments, fo GOCCP
N 30 CALENDAR DAYS of the receipt of the Award. For imbernai
IEs'stance, piease contact your Depariment of Human Resources or
Persornel Departmant. I¥ you do not have pasters or complaint farms,
sampies are provided in English and Spanish, For filabie
Questionnaire forms, questions, of concems, please contact the
GOCCP Chief of Grant Operations at 410-821-2828.
L Enfoicameng sgy 1 The request of Gi ryy law enfarcement sub.recipient shal
2 - Lakert Prink * provide a report, in the format provided by GOCCP, which cetails the
e rumiser of frgerpeint and paim orint matches receved from DPSCS

Renegotiation of
grant award of rate

Reporting
Reguirement
Types

Grant Links
Close Dut
Reports

Year Update

Grant Award GAN

Heip Tert Here

Ovdinal «

Selected Special Condition(x)

[ Specific Spacial Conditions that apply to

In Compiance

this grant award

Short

15% Special Cardition
Must be #1 for ALL
programs)

BARM Financial and
Programmastic
Rescrting

Oy year o funding
avaisble for ail
programs)

This grart award is subject to the General Condit
GOCLP websie (Mipy//www.goscp.mary
conditions.php). The aforementioned General Carditians shouid be
printed for your reference snd are subject 10 change witheut written
notice,

Effective bty 1, 2010, the BARM program must repart Reguast for
Funds, Financial Reports, Programmatic Reparts, and Performance
Measures o & quaterly basis, The Programmatic Reports must
rovide clarification as to what leve! of the procurement process the
Sub-recipient is in. Ary delays or inablity 10 expend funds must be
reporied immediately. Where the start date of a grant may vary, the
quarterty reporting time frames ane constant. The dates of these
fimeframes are: bty 01 ta September 30 - Program neports due
October 155k, Financia's due October 315t October 01 10 December
31- Program reports due January 15th, Financials due January 31st
Janusny 01 to March 31- Program reports due April 15th, Financiss
due April 30th; and April 01 to June 30 - Program reparts due July
15th, Financials due July 315t These reports must include the
experditure of any program funds, incluging federal/state and match,
Each reimbursement request will inciude 50% grant funds ang 50%
match funds. In adgiion, the sub-recipient must submit a copy of the
purchase oroer, packing s/ip, and invoice from the purchase of the
Bbody armor with the financiai reports in arder to receive
reimbursement.

The su-recipeent is reminded that this award represents the ONLY
year of funging for this project

Figure 349 - Reporting Requirements Assigned to a Grant Award

In the Grant Menu and Award screen shown in Figure 309, the reporting requirement categories are
shown in the menu down the left-hand side. Special Conditions is currently selected, so all of the special
conditions that were added in Admin -> Reporting Requirements -> Special Conditions are displayed in

the Available Special Conditions panel. By dragging a requirement from the Available panel to the
Selected panel, that requirement is assigned to the current grant award. This works the same way for all

of the reporting requirement categories:

Federal Purpose Areas

Defined Federal Program definitions that would be used to align a Grant
Application and Award with Federal funding.

Performance Measures

The set of metrics that should be used to measure the implementation,
effectiveness and success of a to be awarded or awarded Grant.

Progress Report Questions
during a specific time period.

Set of Questions whose answers represent a report of work accomplished

Special Conditions
year, and/or sub-award.

Set of rules and regulations that are specific to the funding source, funding

General Conditions

Rules and regulations for all sub-recipients regardless of funding source.

NOTE: The Reporting Requirements sub-menu has one item in addition to the requirement categories —
the Reporting Requirement Types item. Use this to add a new category of requirement as follows:
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1. Access Admin -> Reporting Requirements -> Reporting Requirement Types
2. Click Add New Record, enter new location into the File Location text field.

Admin > Feporing Requinments > Regoting Reguinsment Tres

Click to add new reporting requirement type

[ Actve ™

Feceral Purpose Area 10 B ’, x
—— =
Progress Repart Guestion 3 E ! x
Special Cordition 0 F Fd X
Gereral Conditions 50 E ' x

Figure 350 - Add New Requirement Reporting Type

3. Place a checkmark in the Active checkbox if you want the type to appear as active.

4. Enter a number in the OrderBy field. This number will indicate where the new type will be
displayed in reference to the other types in the grant award screen.

5. Click the checkmark icon under Edit to save the new record.

9.5.1 Manage Reporting Requirements

You can manage the Reporting Requirement Types and items of each type via the Admin -> Reporting
Requirements menu. General Conditions will be used in this example; all reporting requirements are
added in the same manner.

1. Access Admin -> Reporting Requirements and select General Conditions from the sub-menu.

BT tosow |

Permissions
Roles
Users 4
Reference Types ’
File Location
General Conditions
Special Conditions
Performance Measures
Business Processes Progress Report Questions
Change My Password Federal Purpose Areas
Change My Security Q&A Reporting Requirement Types

Figure 351 - Admin -> Reporting Requirements -> General Conditions

2. Enter ashort description and long description, and click the checkmark in the lower-right corner
to save the record.

Admin > Reporing Sequiements > General Condiions

Click to add new General Condition

Lang

( Enter Dascription ]
Active: = ( ]
Click to save
[S[ET]

Approved by the Gavernor's Office of Crime Cantrol and Prevertion (GOCCP] of the submitted appiication, and the sub-award that it has generated, is for the time period

Award Pericd 5 ] x
ey stated in this Sub-zwarc Package and constitutes no commitment for the contnuation of funding beyond that tme perioc.
s Statutes and Requirements of State and Feders Funds  This sub-award & subject to all State of Maryland and Feceral q that apply to ative funding source. c *
Thils sub-sward 5 subject to the Specis! Condiions and the General Conditions referenced on the GOCCP website, a5 sccepted by the Authorzed Officisl on the official
Award Acceptance document. GOCCP retains the right to add Special Conditions, if and when needed, during the ife of the award period. DO NOT RETURN THE SPECIAL
P Policies and Procedures - General and Special CONDITIONS, OR ANY OTHER PART OF YOUR PACKET. These are the policies, procedures, guideiines. and business rules from GOCCP for grant funds, imelevant of the E x
Congitions funding source. The anily documents that must be returned are the Award Acceptance cocument, the Project Commencement/Deiay form (see deadlines under #5), and the

Chvil Rights Questiannaine requirements when applicstle (dus svery three (3] years atfectve year one (1) being FY2012, uriess new appicant], The Award Acceptance and
Project Commencement must contain original sigratures in BLUE INX.

Figure 352 - Add New General Condition
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3. The new General Condition will now appear in the Grant Menu “Available General Conditions”

panel.

9.6 Budget Category

The values in this list represent the categories of budget items that are required in a grant application:

Grant Management > Application Search

Grant Menu App. Number:

Requested Funds:  Match Funds:

% of Project Cost:

Project Dates:

Special Conditions

Performance Measures

1999-J5-0001 $78,630.00 $0.00

Personnel
Operating Expenses
Travel

Contractual Services
Equipment

Other

0.00 %

Total Grant Funds
$64,355.00
$6,350.00
$1,775.00
$0.00
$0.00
$6,150.00

05/01,2000 - 08

Total Cash Match

Figure 353 - Budget Categories shown in Grant Application Menu

To add a new Budget Category:

1. Access Admin -> Budget Category

| Admin

Permissions

Reles

Users

Reference Types

File Location

Reporting Requirements
Statuses

Business Processes
Change My Password
Change My Security Q&A

Budget Category

Figure 354 - Admin -> Budget Category

2. Click Add New Record.

248



| Admin > Budget Category
Click to add new
budget category

Category Name: ’7 Actve: [
Short Category Name: [
Orcerdy: |
Budget Controt [Sefect One] -
Hep

Text:
( Enter required information ]

/ Design  €» HTML ' Preview Words: 0 Characters: 0

( Click to save new record H [ ]
Persannel PERSNL 1 E s x
Operating Expenses QE 2 E s x
Trave TRVL 3 E e X
Contractual Services {3 4 = rd x
Equipment EQUIP 5 = Y Fal
Other OTHR [ F s x

Figure 355 - Add New Budget Category
3. Enter a name for the new category, and a short name that will represent the category.

4. Enter text into the Help Text field that will appear as “Tool-Tip” help in a popup window when a
user clicks the help button.

5. Click the checkmark icon in the lower right corner to save the new Budget Category.
9.7 Change My Password

If you want to change your GMS password at any point:

1. Access Admin -> Change My Password

Figure 356 - Admin -> Change My Password

2. Enter your current password. Then enter your new password, and re-enter it into the Confirm
New Password field.
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Admin > Change My Password

Change Your Password
IFrom this page you can change your password.

IPassword must at least 8 characters in length and include at least 1 non-alphanumeric character

Enter Current Password

Enter New Password
Passwo rd:l
New Passwo “’:| A Enter New Password again to confirm I
Confirm New Passvumi:|

Change P: G { Click to confirm and change password )
Back Home

User Name: superadmin
Account Created: 8/19/2010
Password Last Changed: 1/26/2012

Figure 357 — Enter New Password

3. Click the Change Password button.

9.8 Change My Security Q&A

Security Q&A offers an added level of protection to your GMS account. You will be asked for the answer
to your security question if you require technical support. If you want to change your GMS Security
Question and Answer at any point:

1. Access Admin -> Change My Security Q&A

2.

3.

| i L
Permissions
Reles
Users b
Reference Types 4
File Location
Reperting Requirements g
Budget Category
Statuses
Business Processes

Change My Password

Chang QEA

= —

Figure 358 - Admin -> Change My Security Q&A

Enter your current password. Then enter your new question and the answer to your new
question.

Admin > Changs My Security Q8

[Change Security Question/Answer

: 7 2 Enter your current password }
From this page you can change your security question and answi

| you forget your password you will be asked the secur

stion " o e answer you specify below.
Enter your new security question

Your Current Password:|

New Security Question:|

New Security Answer:|

Change Securty Queston and Answer M Click to save new Q&A )

Back Home

Enter the answer to your new question )

Figure 359 — Enter New Security Question and Answer

Click the Change Security Question and Answer button.
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10 Reports

GMS provides internal users with the ability to print a wide variety of funding management, grant
management, and administrative reports from one central location.

1. Click Reports from the GMS Home Screen to bring up the Reports screen.

Home | Gram | Py racntosk TR Adwie | logow |

[latace Ong

Figure 360 - GMS Reporting Screen

The reports screen is played out in such a way that the options that are displayed depend on the
selection of the first category.

2. Begin by clicking the Select Report Group drop-down list. You are presented with the four
report categories:

Admin Reports
Grant Applications
Grant Awards

e Program Funds

3. Select a reporting group, for example Grant Awards
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Home

| Funding
Rapsrt

Address Baok Admin | Llogout |
BLIS Enterprise Reporting

[setect ana)
Toelect One]
Adrmin Ripares
Crant Agplestiom
Crant Awards
Program Funds

Figure 361 - Reports - Select Report Group

R

the drop-down menu next to Select Report.

4. Based on the report group you selected, the list of reports available for that group will appear in

Home

| Funding

Faperss

BLIS Enterprise Reporting

e}

Amard Deficiuncy
Amard Fackes Assharaed Offical
Amied Packat Project Directar

Budger Notice
CAFL Labals

Crant Awird Precuiing Timas

Figure 362 - Reports - Select Report Type

5. Click the drop-down menu next to Select Report and click to select the report, for example
Award Deficiency

R
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6. Based on your report selection, different selection criteria are presented to you in the form of
selection boxes:

Figure 363 - Reports - Select Reporting Criteria

7. Make your selections for each criteria by clicking on the drop-down list beside each criteria
category.

8. Scroll down the page to be sure you’ve covered all criteria selection.

9. If you want to create the report for a specific Grant Award (works for grant applications as well)
you can enter the Award # in the Grant Award Number field near the end of the list:
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Home | (Graoi Mansgement |  Funding Management |  AddvessBook [T Bl Admin | logour |
fpeean ]
_
L ——
o
__g_
-
A0

Figure 364 - Report on a specific Grant Award or Application Number
10. Click in the Output Type drop-down list and select:

e PDF (Adobe Acrobat Format)

e RTF (Rich Text Format)

e (CSV (Comma Separated Variable Format)
e  XLS (Excel Worksheet Format)

Then click the Printer icon to print the report.

Select Organization PDF
RTF
(s
HE

Enter Grant Award Number
Enter Project Title

Output Type PJF -
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