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1 SYSTEM OVERVIEW

The Education Grants Management System (EGMS) is an end-to-end grant management application that
unifies the Grantee and Grantor grant management processes across agencies. The EGMS user interface

is designed to provide users with a quick approach to identify to apply for funding opportunities,

manage grants and award grant recipients. The EGMS offers an enterprise solution to identify, track and

manage tasks. The EGMS also provides Recipient capabilities for organizations needing tools to
administer, track, account for, and report on their grant-related activities. The EGMS is broken down
into two separate portals — an internal and an external portal — to support the grants management
business processes for the Grantor and Grantee, and an external Grants portal to support Subject
Matter Experts and Recipients.
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1.1 INSTRUCTIONAL NOTATIONS

o Important note about functionality or behavior.

GovGrants EGMS User Guide




REI Y GovGrants

powered by REI Systems

Highlight action discussed in the associated narrative.

2 UNDERSTANDING THE SYSTEM-CONCEPTS

2.1 PHASES

The EGMS system uses Phases to organize its features and available actions. These Phases map to the
grantmaking lifecycle and are a key navigation feature in EGMS. The Phases are seen as tabs at the top of
the user interface (Ul). The Phases include Home, Opportunities, Applications, Awards, Monitoring,
Closeout, Analytics and Collab.

Each Phase and associated activities are listed in Error! Reference source not found..

Phase Associated Activities

Home View and manage organization profiles, contacts, and terms
and conditions

Opportunities View opportunities and notices of intent.

Applications Allows organizations/individuals to apply for the Funding
Opportunity Announcement (FOA). Applications are managed,
reviewed, and can be negotiated. Complete and submit Pre-
applications and applications.

Grants View and manage grants and subawards. Organizations
receive notice of the grant against Funding Opportunities.
Monitoring Complete and submit post-award monitoring activities and
collaborate onsite visits and desk reviews.
Closeout View and acknowledge closeout requests.
Analytics This is a Dashboard page where all the activities of the

GovGrants® solution are captured in the form of charts
related to all phases. Users can even refine the filters to check
specific information.

Collab This tab tracks the conversation conducted between the users
within the organization.

Table 1: EGMS Phases

GovGrants EGMS User Guide 2
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2.2 ACRONYMS

Following is a list of common acronyms used in the system and their definitions.

Table 1: Acronyms

Acronym Definition

EGMS ID Education Grants Management System ID
EIN Employer Identification Number
DUNS Dun & Bradstreet Number
KPls Key Performance Indicators
NOGA Notice of Grant Agreement
FDM Funding Decision Memo
SME Subject Matter Expert (External or Internal Reviewer)
POC Point of Contact

2.3 COMMONLY USED ICONS

Error! Reference source not found. below describes the most commonly used icons in the EGMS.

Table 3. Icons

View detailed information about the associated record

+#, | Begin the review process

ig Not recommended by the reviewer

| Recommended by the reviewer

Edit associated record

A

Eb

Delete associated record

Section- or page-specific actions. Left-click to display options.
Options may differ depending on the context.

Home page

y:

Available filter options

GovGrants EGMS User Guide 3
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Un-collapse taskbar section

Collapse taskbar

Un-collapse taskbar

Collapse taskbar section

Un-collapse content window section

Collapse content window section

- Dropdown menu
Ll
O]
~
Y
>

Reports
Recently viewed items

Activities

Filter options

Begin task

Search

Initiate negotiations

| [

Create Subaward

3 COMMON FEATURES

EGMS has many features that are used throughout the system, regardless of record type, phase or
workflow. These generic features provide a common interface and behavior.

3.1 LOOKUPS

Lookups are performed at the field level. They allow the user to populate a field by conducting the lookup

against the appropriate field. In Error! Reference source not found., selecting the El icon, brings up a
window that allows the available value to be selected.

GovGrants EGMS User Guide 4
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Create Application x

+ Required to Save Required to Submit

Application Information

*Application Title

Deshka Competitive V2 n

Save and Continue

Create Application x

Schools x
Search... ﬂ
School Name School Code Actions

Deer Park Home Link Program 1852 Select
Arcadia Elementary 2173 Select
Deer Park Elementary 2430 Select

Deer Park Middle School 3261 Select

Figure 1: Lookup

3.2 LIST FILTERS

Lists within EGMS provide both a quick and advanced search capability.

pUBLIC INsTRUCTION  Education Grants Management System

k3 Applications

~ Aplcstion - Al

e Showing 110 10 of 22 records Quick
EGMS ID Application Title Funding Opportunity THEET=F"12 Wlinding Organization Application Due Date Submitted On ¥

Advance
Search

Status. Last Modi

AP-0SPI-953 ESEAConsolidated .. ESEA Consolidated Progress Rep shington State Offics of S 1112412021 1:06 PM ComvertedtoAw... 112412021 2
AP-0SPI-942 ESEAConsolidated .. ESEA Consolidated Grant App Test  Washington State Offics of S 10/182021 234 PM ConvertedtoAw..  10/182021 3:40 PM ®
Panding Tasks
AP-0SPI-922 Competitive Capital . Competiive Capital funds w Focus Washington State Office of S 09202021 336 PM Converted toAw . 0912012021 407 PM ®
Completed
AP-0SP1921 Directed Gen Fund N Gen Fund Directed No Focus NA  Washington State Office of .. 0972172021 0911612021 233 PM Revision Iniiated  09/16202110.30 PM ® &
AP-0SPL915 gen fund focus area NA  gen fund focus area NA Washington State Offics of S . 092172021 091162021208 PM Convertedto Aw. 091162021 10:01 PM ®
AP-0SPI-520 General fund by Appl. Genaral fund by subcategory o fo shington State Offica of S... 0912072021 091162021 10:48 AM Loading. . 09/1620219:01PM ®
AP-0SPI-918 Capital Funds nofoc . Capital Funds no focus area and NA  Washington State Office of .. 09221202 09/15/2021 8:30 PM Review Intiated 091622021 11:29AM “
AP-0SP1-909 CGAAmendments Test  CGAAmendments Test Washington State Office of S 101152022 091142021 1051 AM Bothel AENSON  Converted toAw. .. 09/19120215:49 PM ®
AP-0SP1-906 Title | consolidated - 1S Tile | consolidated - IS shinglon State Office of S 08252021 0822120217:37 PM Bethe Reviewed 087232021 11:05AM @
(0] ntly Viewed -
R AP-0SPL-904 Test08.1121 dk Bet  Test08 1121k Washington State Office of ... 0913012021 08/11/2021 420 PM Bet Reviswsd 08/1172021 552PM ®
Title | Part C Tast 1 Show | 10 | Enties Totai Records: 22 Poge 1013 WM

Title | Part C Test 1

Figure 2: List Filters

GovGrants EGMS User Guide 5
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A quick search can be added by simply typing in a full or partial string. Only records with matching data
will then appear.

Advanced search allows a more complex set of search criteria. This feature supports all available fields
and allows multiple criteria to be entered.

To begin an advanced search, click on the Y Filter icon at the top right of the screen.

=ron  Education Grants Management System v Grants Portal v (g
Appications
= Applications - All ¥ =
= = | v
o . Shoung 1010 ot 22 s Page 1013 M
EGMS 1D Application Title Funding Opportunity Titlo Funding Organization Application Due Dato Submitted On ¥ Actions
AP.OSH ESEACunsoidsted .. ESEA Cons Washingion Stte Ofice of .. 127152021 10242021 106 P 3
AP.OSPLSL2 ESEA Conso ashington ceofs.. 12232021 Ton82021 234 PM 107182021 340 P .
AP.0SPLYZ 0372072021 09202021 336 P 0872072021 407 PM s
AP.0SPLE21 glon State Offc os212021 09162021 233 PM 162021 10 30 P ® 4
AP.OSPLS1S gen ashington State Officeof 081162021 208 PM 0811672021 1001 PM -
AP-OSPLOZ)  Generslfundby Appl... Ganarslfund by subcategary i fo..  Wsshington State Offics of DB2021 1048 AM D8/1672021 01 PM s
AP-0SP1-918 nds na foc Capital Funds no Washington State ice of S 09/15/2021 830 PM 05/1672021 1 AM ®
AP.OSPLDY Amendments Test  CGAAmend 091142021 10.51 A0 081972021 549 PM s
AR08 Tie I consolidated 1S Tie | consol 08232021 11,05 M "
AP-OSP1-904 Test 08 11 21 dk_Bet. Test 08 1121 dk Washington State Office of S 0473072021 D&11/2021 420 PM 08/11/2021 552 PM ®
show | 10 v o R

Page 1oty W

Figure 3: Advanced Search Button

This will open an enhanced filter section where you can enter additional filter criteria. There are three
values you can populate here to narrow your results list:

1. Column Name- The values here will populate based upon the table that you are viewing. Each of
the columns in the table that are available for filtering will be listed.

2. Operator- The options available here will differ based upon data type for the column you have
selected. Text fields will show operators such as Contains, Starts with, and Ends with. Numeric
fields will show Equals to, Greater than, Less than, Greater than or equal to, and Less than or

equal to. Other options may also be available depending upon the data type of the selected
field.

3. Value- This is where you enter the value that you would like to use for filtering the selected
column.

GovGrants EGMS User Guide 6
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Applications

EEEEE .o =

Column Name Operator Value Action
EGMS D ¥ Contains - a
- Page 103 Ww
EGMS 1D Application Title Funding Opportunity Title Funding Organization Rpplication Due Date Submitied On ¥ *ast Modified Date. Actions
AP-OSPI953 ESEAConsoldated .. ESEA Consolidated Progress Rep.  Washington State Offce of 5. 1211672021 111242021 1-06 PM 1242021 245 P »
AP.OSPLG2 ESEACansoidated . ESEA Consofidated GrantApp Test  Washinglon Stats Office of S 101872021234 P 01872021 340 PM @
AP.OSPLG22 Competiva Capital .. Competiive Capital funds w Focus. . Washinglon Stata Office of S 08/20/2021 336 PM 197202021 407 PM 0
AP-OSPLS21 Directed GenFund N Gen Fund Directed No Focus NA  Washington State Offce of S 08/16/2021 2.3 PM 191162021 10:30 PM ® #
AP-OSPLG1S genfund focus areaMA  gen fund focus area NA Washington State Office of S... 091212021 08/16/2021 208 PM 19162021 10:01 PM ®
AP.OSPLG20 ral fund by Appl rynofo.  Washinglon State Ofice of S, 0972012021 09/16/2021 1045 AM 191162021 901 P @
AP-OSPL918 Capital Fundsnofoc Capital Funds no focus area and NA  Washington Stata Offce of 5. 0972272021 08/15/2021 8:30 M Reviewlndiated  US/162021 11-29AM ®
AP-OSPI909 CGAAmandments Test  CGA Amendments Tast Washington Stata Office of S... 101152022 081472021 10:51 AM ConvertedtoAw...  09/132021 549 PM ®
1‘_:::: ::: ,!;l, AP-OSPLS06 Tale | consolidated - 1S Tile | consolidated - 1S State Office of S, 08/25/2021 08222021 7:37 PM Revie 082372021 11,05 AM @
T | Part € Tast 4 AP-OSPL3D4 Test08.11.21 dk_Bot..  Test 08.1.21 ck Washinglon State Office of ... 0973072021 08/172021 420 PM Bathel AAENSON  Reviewsd 08112021 552 P01 =
ESEA Consoidated Grant Show | 10w Eniies Total Records 22 [SI——

ESEA Consoidated Grant

Figure 4: Advanced Filter Options

Once you have entered your filter criteria, the + button in the action column will turn green. Click this
button to apply your filter. A blue colored icon will show with your filter criteria below the filter bar, and
your results will be filtered accordingly.

Ton  Education Grants Management System

Agplications
« Applications - All ¥ =
2]
a8 v .
Column Name Operator Valus Action
EGMS ID v | Contains v oo [ +] ]

Panding Ta:

Comleted Shawing 110 Page1al3 W
EGMS ID Application Title Funding Opportunity Tite g Organizati icati Data i +* Owner Status Last Madiified Date Actions
\PAOSPISE) ESEAConsolidated . ESEA Cansobdated Progress Rep . Washinglon State Office of S 12/15/2021 11242021 1,06 PM \ENSON  ComvertodtoAw.. 112412021 245 PM ®
AP-OSPL942 ESEAConsolidated . ESEA Cansobdated Grant App Test  Washingion Siate Office of S_.. 122372021 101872021 2.3 PM AAENSON  Loading.. wv. 101872021340 PM »
AP-0SPI922 Competiive Capital funds w Focus..  Washington State Offce of S... 19202021 087202021 3:36 PM AAENSON  Comventadtofw.. 08202021 4:07 PM -
P-0SPL921 Gen Fund Directod No Focus NA  Washington State Office of .. 1912172021 081672021 2:33 PM ol AAENSON 0811612021 1030 PM ® &
SPL919 gon fund focus area NA  gan fund focus area NA Washington Stats Office of S... 0912172021 091672021 2:08 PM CometedtoAw.. 09162021 10.01 PM @
P-OSF1L920 General fund by Appl. General fund by subcategory na fo_.  Washinglon Siate Offce of S_.. 0912072021 08/16/2021 1046 AM Comvertad toAw 081672021 901 PM ®
TG AP-0SPL918 Capital Fundsnofoc...  Capital Funds na focus area and NA  Washington State Office of ... 092212021 081572021 8:30 PM Review Initiated DS/16/2021 1128 AM »
::: :::: i :: AP-0SP1-909 CGAAmendments Test  CGAAmendments Test Washington State Offce of S.. 10152022 08/1472021 1051 AM ComvenedtoAw...  09/1972021 545 PM -
ESEA Cansoidated Grant AP-0SPI-904 Test 08.11.21 g Bet..  Test08.1.21dk Washington Stats Office of S... 091302021 08/1112021 420 PM Bethel AAENSON  Reviewsd 0B/1172021 5:52 PM ®
ESEA Consoldated Grant soow | 10 | Enries Total Focores 32 Page 1013 1 .

ESEA Cansoldated Grant

Figure 5: Advanced Filter: Applying Filter Criteria

e Highlights were added above for demonstration purposes to show the terms that the filter
matched for the results list. Highlights will not show in the EGMS. In the above example, we
filtered to show only the grants that contained "AP" in the grant ID field.

To remove your custom filter, click the X on the blue icon for the filter you created.

EGMS ID Contains AP X

Figure 6: Removing an Advanced Filter

GovGrants EGMS User Guide 7
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e To add additional filter criteria, click the green + icon in the Action column.

Click the filter icon again to hide the advanced filter section.

Ustic msTrucTion  Education Grants Management System Y conarona (&)
Applications.
s -
a o]
Al v :
Column Name Operator Value Action
EGMS ID v Contains v AP [ +] =]
EGMSID Contains AP % e
‘Showing 110 10 of 22 records Bethel AAENSON Page1oll WM
EGMSID Application Title Funding Opportunity Title Funding Organization Submitted On Qwner ast Modified Date Actions
atad 11242021 1:06 PW 12412021 2:45 P S
10/18:2021 234 PM 0182021 3:40 PM
Capital funds v 08/20/2021 3:36 PM
Facus NA 0%/1672021 233 PM rd
gen fund focus area NA  gen fund focus area NA 08/16/20212.08 PM 5 NSON  Gonvertad fo Aw
General fund by Appl.. General fund by subcategory no fo 08/1672021 10:48 AM Bethel AAENSON  Converted o Aw

08/15/2021 8 30 PM i NSON  Review Initiated

Capital Funds no focus area and NA  Wast

05/14/2021 10:51 AM Comvenad to Aw

endments Test

08/22/2021 7.37 PM o NSON  Reviewed

@ @ & @ @ @ @ & @

08/112021 4:20 PM Bethel A\ENSON  Reviewad 021112021 5:52 PM

Test 08.11.21 dk

Snow 10w Eniries Total Records: 22 Pagalof3 M

Figure 7: Hide Advanced Filter

3.3 FILES (ATTACHMENTS)

Attachments are files associated with a record. Many different types of records can include attachments.
Regardless of the type of record, all attachments work in the same manner:

e First, attachments may be required or optional. This will depend on the type of activity.
Validations can be added to ensure users add attachments by requiring that a file be uploaded
with a specific Classification type selected.

e Second, attachments can be loaded from your local computer or any file from your workspace.

e Third, all attachments must include a classification. Classifications will vary according to record
type.

e Fourth, you must specify sharing options for your uploaded files. You have two options:

o Visible to anyone with record access — this selection will allow viewing of attachments by
anyone who has access to the record. All internal users within OSPI have view access to
all records. External users can only view records to which they are associated.

o Visible to Internal Users with Record Access — This selection will limit viewing of
attachments to all internal users. External (District, LEAs, etc.) will not be able to view
these attachments.

e  Fifth, all attachments must include a brief narrative describing the attachment.

GovGrants EGMS User Guide 8
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Add File %

| Upload File from Computer Upload File from Library

Form Package Instructions

* Upload File

>

Choose a File OR Drag it here

Form Package Instructions docx

Upload single file up to 2 GB

" Sharing Options

Visible to Anyone With Record Access Visible to Anyone With Record Access

ar

Select sharing options

Description Visible to Anyone With Record Access

Visible to Internal Users With Record Access
Private On Records

Form Package Instruction|

i

.

Figure 8: Uploading a File from Computer

When uploading files, you can also select to Upload File from Library. Selecting to upload from the
library will display up to 1000 files of your most recent uploads.

Add File x

Upload File from Computer | Upload File from Library

5isp\ays u’p to 1000 most recent files. Use the Search option to find files if they are not in this recent list.
Maximum of 5 files can be selected

Records Per Page

5 =
- File Name Classification Description Modified Date
Test Attachment File txt Form Package Instructions 1/5/2021, 0951 AM
OSPI - All Activity and Object C Program Artifacts 1/6/2021, 05:06 AM
OSPI - All Activity and Object G Form Package Instructions 1/6/2021, 07:52 AM
OSPI - All Activity and Object C Form Package Instructions 1/6/2021, 07:53 AM
Budget Mockup v4 (1) xIsx Form Package Instructions 1/7/2021, 07:14 AM
Fages 1 : Showing 1 to 5 of 183 records < < > >

Cancel

Figure 9: Uploading a File from Library
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The screenshot below shows an uploaded file attachment.

Woverview®  $Financials /S Setup W Responsibilities DHistory % Collab

[Announcement Fis] =
* Records are sorted by Created Date descending order
Title. Classification File Extension Description Actions
Test Attachment File. txt Form Package Instructions xt Form package instruction O @ f FE]

Figure 20: Uploaded Files

4 REGISTRATION PROCESS

4.1 REGISTERING AS AN ORGANIZATION

To register as a Recipient within the EGMS, click on the Register button.

Opportunities FAQs Contact Us

4 Funding Opportunities

Funding Opportunity Title Status Application Due Date 4

No records found

Figure 31: Registering as a Recipient

OSPI EGMS allows you to register either as an organization or as an individual. An organization is an
entity that submits grant applications. These include school districts, Local Educational Associations
(LEAs), nonprofit organizations, and others. You should only register as an individual if the opportunity
stipulates that individual recipients are eligible to receive an award. Detailed instructions on what is
needed to register is provided when you expand the organization or individual sections.

PUBLIC INsTRUCTION  Education Grants Management System

Recipient Registration

Please choose one of the two options below to begin registration.

- Organization
- Individual

NOTE: Passwords expire every 0 days. For more account management information, review the Applicant FAGs

GovGrants EGMS User Guide 10
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To register as an organization, on the Recipient Registration page, in the Organization section, click on
Begin Registration button to start organization registration.

W/ pusLic INsTRUCTION  Education Grants Management System

- Organization

‘ganization is an entity that submits grant applications, These include school district

ganizalions must provide a UE| if selected for a

plianal

Please note that it can take as long as § weeks to get an EIN number, UE| number, and register with SAM.gov

Please find the necessary links below o complete

impartant steps

1. Register for your Employer Identification Number (EIN):

a. hitpsiy nesses/smallbusinessas-self.amployed/apply-for-an-smplayer-identification-numbar-gin-oniine

govib
2. Register for your Data Universal Number System (UEI) number:
a. hitps fiupdate dnb comUpdate/viewiUpdateHome him
3. Register with SAM.gov
3. hitps:Jiwww. 5am govISAM/
4 Obtain a State Vendor ID:

2. htipsJioim.wa go

5. Register with EGMS.
The Education Grant ystem
registation fo t

ystemsisccounting-systems/statewids-vendorpayss-services

) wil velidate your EIN and UEI number (If provided) during the registration process. Once all required organization information is complete, the organization's Sigaing Autharlty can submil the

6. Additional Informati

ips
n identfy affiations that describe a hier

missians
| registration, OR, have the sig

g suthority or primary user send you an inviation

. You must provide the Organization Code lssued by OSPL

Figure 42: Registering as an organization

Review the Non-Disclosure Agreement and click the Agree button if you agree to the terms and wish to
proceed with the registration process.

e If you select the Disagree button, the Recipient registration process will end.

Registration

Disagree
Legal Disclaimer 1 of 2

Non Disclosure Agreement
Description
To continue further agreement to the following is required:

NDA Form
The following consent form terms apply to your organizations submission of information and decuments to GovGrants. By using GovGrants, you understand and consent to the following

The funding application submitted herein, includes i that shall not be disclosed outside the and shall not be duplicated, used or disclosed in whole or in part for any purpose other than to evaluate this application, retain a record of submission and to
receive, store and transfer documents needed to process applications, conduct pre and post-award transactions and to manage grant awards issued e the registrant organization. Organizational information shall be requested only for the purpose established by the
GovGrantsfor creating and maintaining an account and submitting, reviewing and processing applications and grant awards. No personally-identifiable client-level data shall be required by organization for submission via GovGrants at any time

Any communication or data transiting or stored on this information system may be disclosed or used for any lawful purpese. You have no reasenable expectation of privacy regarding any communications or data transiting or stored on GovGrants . At any time, any for any lawful
purpose, the: organization may moritor, intercept, and search and seize any communication or data transiting or stored on this information system.

Agplications submitted via GovGrants shall remain confidential until the time that grant terms are accepted by the applicant organization and a grant award is issued by organization . At that time, the documents become public information and subject to review, auditand public
disclosure. If a grant is awarded as a result of or in connection with the submission, the application and its contents shall be incorporated by reference into the grantees agreement and requirements, including pre-award conditions. The applicant agrees not to disclose any
organization nofice of intent to fund until organization issues an award or public nofification of the award

Government shall have the right to duplicate, use or disclose the data to the extent provided in the resuifing grant. No confidential or proprietary data will be shared without an applicants permission and will be govemed by terms negoliated in the final grant award agreement
This restriction does not limit the organization's right to use information centained in this data fit is obtained from ancther source witheut restriction. The data subject to this restriction are contained in shests and, mark each sheet of data it wished to restiict with the following
legend: "Use or disclosure of data contained on this sheet is subject fo the restriction on the fille page of this application.”

Figure 13: Registering as an Organization — Non-Disclosure Agreement
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Regi
Legal Disclaimer 2 of 2

Conflict of Interest

Description
The government requires that the SME (subject matier expert) reviewers, as agents
response 1o the request Tor appiication (RFA) referenced herein. This includes the
(i score, rank and application strengths and deficiencies) Additionally this includes information pertaining 1o re
scores shall be embargoed untl an assigned and authorized ChaINErSoN or OVEMMENt KaISons dIECs the shafing. release and sUbMIsSion of
ofinformation. Physical and electionic secufity measures must be in place 10 GUAID and prevent access to confiential matenals by unauthorized individuals <br><br=Fledge of confidentialty
disciose or disseminate grant application review information oiside the CuStomary disclosures related to 2 review panel process. | snall Maintain the confidentiaity and UphGid the SEcurty Standards of any Inf
unintentionally gisciose such information o oihenwise breach confidentiality will ;[EsUlt in 3ction Including dismissal Yo INe ASSiGNMEAt and rescission of any agreements Tor payment irom EGMS. | also pledge hat | 60 not have not Conflicts of inlerest, per the govemment guidance, in perorming

ity and security of documents and information related 1o the review of applications submitted 1o the system in

S enterprise grants management system) maintains the highest standards of confiden
idual reviewers handling, storage and transmission of any and ail documents and information Pertaining 1o the review of applications, the IGENTINCaton of the applicant Grganizalions and the fESUls of review
miments, <bex<brPanel discussions are 1o be held confidential and writlen technical reviews and

- 5 1o protect tis confidential Information from accidental of intentional release
accept the confidentiaity 1erms and Slandards outlined above. | agree not 10 use,
MAlion [EgardINg the review rocess. | understand that to intentionally or

w panelists names and affi wer assignments and techs

this work.

Figure 15: Registering as an Organization — Conflict of Interest

Enter your organization's Employer Identification Number (EIN) and Unique Entity Identifier (UEI) Number
and Statewide Vendor ID. Once added, click on the Save and Continue button to proceed further.

Grants Management System

Registration
step 103

.quired INformation and Click on Save and Continue Dutton

To 5tan the organizat

S Humoar (EIN 525262529
123456387112

SWVD252500-00

= |

Figure 15: Registering an Organization — EIN, UEI

Navigate to Organization profile tab. Provide all the required details in Organization Information,
Organization Address, Payment Address sections. Once added, click the Save button.

FusLic meTsucnion  Education Grants Management System

Step 20f 3

sre

 Organization Information
§

Please fil In the

« Required 10 Save

5 In order 10 Creats your org

ization prafie n the system

123456987112 989689678 District 21

College/University - (659) 869-8998

This s the address a fth the abave DUNS number as listed In SAM.gov
4450 Blakely Ave None. -
Bainbiidge Island woa v 21702
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Step 2013 =] =1 =3

Organization Profile [NZES

~ Organization Information

» Organization Address

This is the address associated with the above DUNS numbar as Fsted in SAM.goy

2450 Blakely Ave —None—

Bainbridge Island WA - 21702
« Payment Address
Pisase enler the Payment address if different from the Organization address.

No v 12 Rocky Pointe Ave

Adtngtor| va v anm

e

Figure 16: Registering as an Organization — org information

Navigate to Files tab, to add the documents — optional step. Click Add button to add the document.

() rusiic metaucTion  Education Grants Management System

S | aeci J Cance | s |

# Organization Profile  [IRSaS

Attachments.

# Hame Type Description Date Attached

=3 Ea

Figure 17: Registering as an Organization — Files

Add the information in the Authorized Representative Information section and click the Save button.

%/ pusLic nstruction ~ Education Grants Management System

Raguwas Back Save
e [ ace ] Cance | save |

+ ReguredioSave i Requiredto Submit

« Organization Representatives:

To continue this regisiration, the following user/profl information is required. Upon approval of this request, your account information vl be sent theough email o the Adminisiraos
- Administrator (Req — This p ator with signing authority for the organization and will be respansible for creating other users and/or forms in EGMS. In addition, this role will be respansible for submitting documents like applications. amendment requests, efc and commiiing the
organ
e - Tabatha Tamar
4450 Blakely Ave
Laurel oc v ?lHH
p!lerpan@.yapm ail com (202) 898-8989

&3
Figure 18: Registering as an Organization — Authorized Representative Information
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Verify the CAPTCHA and then click the Submit button. The registration request will be sent to the
internal approval queue.

2
Im ot a robot
reCARTCHA

CAPTCHA (Completely Automated Public Turing fest fo tell Computers and Humans Apart) is a type of security measure known as challenge-response authentication. CAPTCHA helps protect you from spam and password decryption by asking you o complete a simple test that proves you are
human and not a computer trying to break inte a password protected account.

Figure 19: Registering as an Organization — CAPTCHA
® Make a note of the registration number from the 'Confirmation Message' screen.
Confirmation Message X

YYour registration request for aceess to EGMS has been completed and sent for government approval.Once: approved, you will be sent another email from salesforce.com (technology platform provider) with your Usemame and Password shortly to log into the system.

For your records, your regisiration number is # RG-005905

Figure 6: Recipient Registration Confirmation

Figure 20: Confirmation Message

If approved, you will receive an email notification regarding Organization Registration approval.

Contact your System Administrator for registration information.

5 ACCESSING THE SYSTEM

Logging into the EGMS system requires an internet-connected browser. Current versions of Internet
Explorer, Chrome and Firefox are supported.

5.1 PREREQUISITE

You will need a username and password to access the system. You can get these credentials through the
registration process outlined above in section Error! Reference source not found..

GovGrants EGMS User Guide 14
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5.2 LOGGING INTO EGMS

Wostington Office of Superintendert of

PUBLIC INSTRUCTION

Figure 21: EGMS Recipient Portal Login Screen

1. Navigate to https://ospi-egms.my.salesforce.com/
2. Enter your Username and Password.
3. Click the Login button.

5.3 SECURITY

5.3.1 PASSWORD COMPLEXITY
Password complexity is set by EGMS.

o We may change the complexity required for passwords, in the future.

Currently, passwords must contain:

1. Atleast 8 characters
2. Atleast 1 letter
3. Atleast 1 number

5.3.2 PASSWORD RESETS

If you have forgotten or need to change your password, this can be done from the login page of the EGMS

recipient portal.
To reset your password, follow these steps.
Navigate to the recipient portal address in your browser.

https://ospi-egms.my.salesforce.com/

In the Login box click on the Forgot Password? Button.

GovGrants EGMS User Guide
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ioe of Superintendent of

INSTRUCTION

Figure 22: Forgot Password

In the next screen, enter your username and click the Reset Password button.

Password Reset

Having trouble logging in?

Yerify you're entering the correct user name in the form of an email address
(Username@company.com).

Fasswaords are case sensitive, 50 ensure you don't have caps lock enabled.

Your account may be temporarily disabled from too many failed login attempts. Pleass
contact govgrantssupport@reisystems.com for assistance.

If you still cant log in, enter your user name o reset your password.

{

Ressat Password w

Figure 23: Password Reset

The next page will show a confirmation message, and an email will be sent to the email address associated
with your user record.

Password Reset Request Received

Your reguest for a password reset has been received. An email has been sent to your
registered email address for this account with instructions for resetting your password.

Figure 24: Confirmation Message

GovGrants EGMS User Guide 16
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The email sent to your email address will contain a link to change your password and allow you to log in
to the EGMS recipient portal.

salesforce

Change Your Password

Enter a new password for prim@yopmail.com. Your

password must have at least:

& characters
1letter

1 number

* New Password

* Canfirm New Password

Password was last changed on 5/15/2019 3:21 AM.

Figure 25: Entering New Password

6 CREATING USER ACCOUNTS

The EGMS allows you to create accounts for users within your organization.

6.1 INVITING USERS TO REGISTER

Only District Administrators are able to invite other users to register. From the Home page, click the
'Organization Profile' link under Organization in the left-hand navigation menu. On the Recipient
Organization page, navigate to the Contacts section and click the New button.

GovGrants EGMS User Guide 17
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£ rusiic mstaueTion  Education Grants Management System %‘ Granis Portal v () v

vowon Goosc vz [

Al v a Additional Addresses m =
p— a] v
Address Type Address Line 1 City State Zip Code Actions

Panding Tasks
Project Location 2578 E BENGE WINONARD BENGE WA 98105 @

Completed Tasks

Primary Addrass 2976 E BENGE WINONARD BENGE WA 99105 @

“Total Rocoras: 2

I
[x]
S
g
B

Benge School Disirct Search ﬂ

Bange School Disirict

Full Name Role Emil Phone Status Is User Actions
Test Amna78389
e Ash AAENSON (789) 658.9632 Active v @
Coniac Us Ash AAENSON Primary ashiggo@yopmail com (789) 658.9632 Acive v ®
ROBERT MOORE Primary bob.moore@benge wednet edu test 5093476640 New v @

 Indirect Rates

* Recands are sorted by Date From ascending order
Indirect Cost Rate Type Approved Indirect Cost Rate (%) Fiscal Year

No Records Found

2 Active Child Organizations ¥

earch (o] [ 1]

Figure 26: Organizational Profile — Contacts Section

On the Create 'New Contact' modal, enter the required information and any additional information on
hand. Once complete, click the Save button.

New Contact

Save

+ Roquiedio Save /4 Required to Submit

4 Information

Organizafion Preiix

Benge School District ~Nane~

“Las! Name “Phone Wabile Phone

Figure 27: Creating a New Contact

The newly created contact will be displayed in the Contacts section of the Organization Profile. To send

the invitation to the contact you created click the Send Invitation icon under Actions.
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pusLIc INsTRUcTIon  Education Grants Management System

s Tpe Jy— o spcoe ciors

H Primary Address POBOX 118 ADNA ™ 86522 ® &
Project Location 179 DIECKMAN RD ADNA WA 98522 ® &
All v
Total Records: 2
= Tesis -
My Tasks _ « Contacts m =

Penting Tasks . m

Completed Tasks

-

Full Name Role Email Phone Status.

i
g.

™ Activities
Organizaon Kattin Ross Primary 360) 726-0000 New X ® 7

Organizaiion Frafie: ‘Adna AAENSON (7559) £54-1565 Aciive v ®

@ Recently Viewed Adna ASENSON Primary (789) 654-4568 Active v @
R Sched el MOLLY MAJORS Secondary 3602690166 New v ®
Adna School District

i Katrin Williams Primary 3607480362 New v ®

Destla Compeiive V2
B E T JAMES FORREST Secondary 590287 New v ®
GSTestPendingTask ELIZABETH DALLAS Secondary 869 New v @
e = MARCY SCHEUBER Secondary 3608606827 New v ®

Figure 28: Registration Invitation

The system will open the Invitation email to send to the user to complete the registration process.
Review the template and make revisions, if needed. Once complete, click the Send button. The status of
the contact will change to Invitation Sent and the Role field is read-only. If a user wants to change the
role where the registration process is in progress the Admin must delete the contact and resend the
registration request.

Send Invitation =
To katrin.ross123456@yopmail.com
Cc

Subject = Maotification: Invitation to be a User of EGMS

= Choose File | No file chosen

B I U 5 = @

1]
(]
1
I

Hello,

You are invited to become on Educotion Gronts Management System (EGMS) user.

Body Please click here fo create your login account to register as a User in the EGMS.

You will be prompted to agree to a Legal Disclaimer upon registration

Please do not reply to this system-generated email. You may contact the 0381 Support Team

at EGMS. Support@ k12 wa.us if you have any questions or need assistance with this task.

Thank you,

O5P1 EGMS Team

Figure 29: Send Invitation
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7 EGMS SYSTEM LAYOUT

The System is broken down into the following sections:

e Top Navigation Panel

e Left-hand Navigation Menu
e Dashboard Widgets

e My Workspace

7.1 TOP NAVIGATION PANEL

# Opportunities  Applications Grants Monitoring  Closeout G [ ]

Task Summary By Phase Task Summary By Due Date My Feed

Opportunities ] Late 162 PR--GT-GRANT-00013-01 — Alice AS _

{Partner)
Applications 13 Due within 7 Days 36 test

Commeni - Like - 31m ago

Grants B1 Due within 30 Days 1
Monitoring 16 Due in more than 30 Days 0 SV.4209 — Alice AS (Partner)
Closeout 9 e sad
Comment - Like - April 29, 2019 at 8:55 AM
Analytics V]

Figure 30: Top Navigation Panel

The Top Navigation Panel provides users with access to the following modules within the EGMS.

e Home

e Opportunities
e Applications
e Grants

e Monitoring

e C(Closeout

e Collaboration (Collab)

7.2 LEFT-HAND NAVIGATION MENU

The Left-hand navigation menu is present throughout the system; however, the sections and links within
the menu are dynamic depending on the system module.

7.2.1 MY TASKS

Tasks are used throughout EGMS to ensure internal users and recipients are aware of required action.
Tasks are accompanied by email notification. Clicking the link in the email provides the same action as
executing a task.
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Once a task is executed, whether by email or by completing a pending task, the task is removed from the
pending list and placed in the completed task list.

All tasks that are currently assigned to you and open tasks assigned by you can be viewed.

Regardless of who is receiving the task or what the task is, all tasks can be found in the same place and
behave in the same way.

Tasks can be found by clicking on the My Tasks option in the Navigation Bar.

My Tasks section is available across all system modules and provides users access to their pending and
completed tasks and users can reassign their tasks.

PUBLIC IN ch}fo,‘j Education Grants Management System * Grants Portal v ‘
Opportunities
 Published Opportunities =
a o -
- v EGUSID Opportunity Name Type Pre-Application Required? Opportunity Release Date Application Due Dste ¥ Status Actions

AN-0SPI508 Test Ann_08788 Yes 033172021 0712212026 Published @
AN-OSPI-459 Tanmay Announcment Yes 031372021 0311572024 Published @
AN-OSPI653 Am28T3812 Yes 04052021 102272021 Publisied ®
AN-0SP338 \anouncement1231 Yes 0212620214 102172024 Published @
AN-OSPISTT Yes 132502021 082372021 Published ®
e AN-OSPLT01 Yes 04052021 092372021 Published @
Selected AN-OSPI5% Yes 04052021 0232021 Published ®
Converted fo Applicafion AN-OSPLE4T Yes 0410212021 097232021 Published @
ANOSPIRTT Yes n22z2021 082602021 Published ®
. AN-OSPI695 Yes 04052021 082672021 Published ®

Figure 31: My Tasks

Once selected, your Pending Tasks (Assigned to Me) will appear. Please note the following:
- The EGMS ID identifies the actual record ID in EGMS for which the task is created

- The Type column identifies the type of task

- The Subject column provides additional context for the task

- The Assigned By column identifies the user who assigned the task to you

- The Due Date indicates the timeline for completing the task

Executing a Task is simple. Just select the Green Play arrow that appears under the Actions column.
Once selected, the action will appear. Typical actions include create, complete and peer reviews.
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PUBLIC INsTRUCTION  Education Management System W(‘nm’.r‘nnalv 2 -

Cpportunities.

= Pending Tasks (Assigned To Me)

Al
Al - EGMS ID Task Type Subject Created By Due Date Actions
PR-devi-00 Create Payment Request Create Payment Request for Subaward #A REI Admin 0313072021 Izl‘
PR-GT-dev1-00001-002 Complate Grantor Progress Report ‘Complete Progrese Repon for Subatrard #. REI Adniin 0330:2021 | 3 -~ B
- N st N . . ~Click on play
PR-OSPLO177 Creats Application Creats Application for Funding Opportunity PM Raunak 041062021 > "
link to be

PR-OSPI0193 Creata Application Creats Application for Funding Opportunity  PMintemal Ross 0410972021 » directed to

Total Records: 4

~ Pending Tasks (Assigned By Me)
Avaiale

-~ a
Converled to Applcation

EGMS ID Task Type Subject Assigned To Due Date
@ Recently Viewed

5 z Na racords found
Annguncs d

SP1 App for Test Ann Tite |
Test Annagses

Test Annd234

Updated ntent form festin
PreADD Test Propram Exp.
Inlent formm testing fot app1
TestAnn_08788

App For Test Titl | Part A

Figure 32: My Pending Tasks

7.3 DASHBOARD WIDGETS

The Home dashboard provides users with several widgets that provide information regarding their
assigned tasks and funding opportunity information.

@ Fisticwirmucrion  Education Grans Management System W e (@) -

Search -
Q Sear Task Summary By Phase Task Summary By Due Date My Feed o

[ Late No feads available.

Al - Due within 7 Days
= Duswithin 30 Days
= Tasks -
My Tasks - Due I more Man 30 Days
Pending Tasks

Completed Tasks

My Workspace

< Apri2021 | ¥ [ iorin JETS

Sun Mon Tue Wed Thu Fri Sat

Figure 33: EMGS Dashboard Widgets

7.3.1 TASKS SUMMARY BY PHASE

The Tasks Summary by Phase widget provides you with the tasks assigned to them broken down by the
system's modules listed in the Top Navigation Panel.
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Task Summary By Phase
Opportunities
Applications
Grants
IMonitoring
Closeout

Analytics

Figure 34: Task Summary by Phase

7.3.2 TASK SUMMARY BY DUE DATE

The Task Summary by Due Date widget provides you with your assigned tasks grouped by the due date

of the task.

Task Summary By Due Date

Late
Due within 7 Days
Due within 30 Days

Due in more than 30 Days

162

36

Figure 35: Task Summary by Due Date

7.4 MY WORKSPACE

My Workspace section is broken down into the following sections:

e (Calendar
o Messages
o Notes

e Files

GovGrants EGMS User Guide
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""5""‘ FUBLIC INsTRUGTION  Education Grants Management System

a v €| Junez2021 | » BB veee | on
Sun Mon Tue Wed Thu Fri Sat
1 2 3 4
Grganzaton prote
@ Recently Viewed & 7 8 5 10 " 12
Special Ed IPP
Special E4IPP
Bethel School District
Bethel Schaoi Disric
Contact Us
1 4 15 16 1 1] 19
20 2 2 3 24 5 2%

i

Figure 36: My Workspace

7.4.1 CALENDAR

Users can view the tasks which are completed, in progress and yet not started working on the calendar.
To view the tasks users can have the option to view by month or week or day.

Different color notations are used to categorize the task status as red for not started tasks, yellow for in-
progress tasks and green for completed tasks.

To view/perform the task, click on the task in the calendar.

%7 rusiic mstaucTion  Education Grants Management System v Granis Poral v ()

Contact Us

Figure 37: Calendar
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17.4.2 MESSAGES

The portal allows users to send messages/ emails. The users can view the emails they have sent using
the system will be displayed in the Messages section. To view and reply back to the message, click on
the View button in the Action column.

My Workspace

a My Messages =
Search ﬂ
To Address From Address Email Subject Created Date ¥ Description Actions
mnanda021@gmail com mnyamagouda@reisystems com Re: Hellow 114152018 12:05 PM —~Original Message-—— From: mnya @
mnanda021@gmail com mnyamagouda@reisystems. com Heflow 114152018 12:04 PM Hellow @
test@gmail.com govgrantsuat@gmail com test 1141412018 2:22 AM test @
poon@gmail com govgrantsuat@gmail com test 114122018 2:37 AM test @
govgrantsuat@gmail.com govgrantsuat@gmail.com Re: test 11/512019 8:51 AM test ——Original Message—— From g... @,
kunal shah@reisystems.com govgrantsuat@gmail.com 11/5/2019 8:10 AM ®
kunal shah@reisystems.com ‘govarantsuat@amail.com test 117412019 12:36 PM test @
sample@gmail.com ‘govarantsuat@amail.com sample subject 10/22/2018 5:34 AM sample body @
sample@gmail.com govgrants.admingreisystems.com sample subject 10/22/2019 525 AM ‘sample body @
trawis prim@reisystems com govgrantsuati@gmail com Test email 10/24/2019 9:29 AM Test @

Figure 38: Messages

The reply template will auto-populate the receiver's details. On the modal window, to reply to the
message, click the Reply button.

View »n

From
mnandal21@gmail.com
To
piyusha malankar@reisystems.in
Cc
Send Copy To Me
Subject
test
Body Content
GNT:EmailTemplate emailTemplateName="{lemail TemplateName}" emailld="{lemail}" target="{targetld}" actioninterface="{lthis}"
enableAttachment="true" readOnly Template="true” userMode="false" closeOnSuccess="true"

Figure 39: View Message Details

Once completed, click on the Send button.

GovGrants EGMS User Guide 25




REI _ GovGrants

powered by REI Systems

Reply ®
~
To @ *
ivan. sacotom@reisystoms.com
cc

Search By ~

Send Copy To Me
|

Subject © *

RE: Sandbox: Please see Announcement

Body Content

B ® @ - B~ | - ™ =2 FB = < | I | [ source
B I U S 1% 3 3 > Styles - Format - 2
-
=

-———-Original Message--—— From: ivan.sacoto@reisystems.com Sent: Thursday, March 18, 2021 8:04 PM To: emailconversationhandler@w-
27bh5b8a4i0wi1bhgskedjmupw3f3eb7owh2z5510f5fm5h4n7.r-2uvieaa.cs32 .apex.sandbox.salesforce .com Subject: RE: Sandbox: Please see
Announcement

Thanks Ross,

I got your message and will reach out to Amy.

Ivan Sacoto, PMP, CSM
P St P ~
Attachments
Browse_ . No file selected.

*Collective max size of attached files should be 25MB. Single file size attachment limit is upto 1. 5MB._

Figure 40: Send Message

7.4.3 NOTES

Notes provide users with the ability to create notes or a to-do list to help users track and manage their
day-to-day activities.

My Workspace

I T S N X R S
HEO

1204712018 T:088)
Welcome to EGMS

this one
Hello thank you for using this O

Figure 41: Notes

7.4.4 FILES

Files provide users with a centralized location for all the attachments the user has uploaded into
different tasks throughout the EGMS system. Files will also house system snapshots taken by the user
and a snapshot of review decisions.
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® Snapshot - In addition to manually taking a snapshot, the system will automatically capture a
snapshot of a record once you submit a record for further review. To access a snapshot, you have
taken or a snapshot automatically captured by the system, navigate to the Snapshot History section
within the History tab for a specific record. You can also access a Snapshot under the Files section of
My Workspace.

PUBLIC INSTRUCTION Education Grants Management System

My Workspace

e o e
- Files =
“ Recards are sorfed by Last Modiied Date ascending arter
Title Classification File Extension Description Actions
OSP1 - All Activity and Object Codes (1).dsx Fom Packags Instructions s O E
Budget Mockup vd (1) xlsx Fom Package Instructions. s a®sH
Budget Mockup v (1) xisx Form Package Instruciions rsx a®sH
Budget Mockup vd (1) xlsx Form Package Instructions dsx O®sn
Homelass Needs Assessment in REI Tamplats_Mackup V1 (1) doce Form Packaga Instructions docx L e
Test Aiachment File ta Fom Package Instructions. o a®sE
Tost Attachmant Filo t Form Package Instructions w o®snE
Test Attachment File b Form Package Instructions. ot O®FE
Test At Fila bt Fom ™ a®sn
Test Attachment File bt Form Packags Instructions. wt O®sE
Show 10 <+ Enfries Total Records 183 Fage 10713 M

Figure 42: Files

8 OPPORTUNITIES

An Opportunity is a publicly available document/information by which an agency makes known its
intentions to award grants to support an initiative and progress education efforts throughout the state
of Washington.

8.1 VIEWING OPPORTUNITIES

Login to the EGMS Grants Portal. Click on the Opportunities module and click the 'Available’

Opportunities link under Opportunities in the left-hand navigation menu. The content page will list all

open and closed published Funding Opportunities. Note that you can filter the list by clicking on the double
¥

arrow filter icon displayed next to the title of the table.
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\c INsTRUCTIoN  Education Grants Management System ? GansPoral v (B

Opportunities

R

ﬂ - v Available - Al m Y
Available - Open
a v EGMS ID Available - Closed e Type Opportunity Release Date Application Due Date ¥ Status Actions
TestAmmB708 Competitive 033172021 0772272026 Pubiished @
AN-OSP1-459 Tanmay Announcment Competitive 031372021 0301572024 Published @
AN-OSP1-588 Test Ann2873812 (Competitive 04i0572021 102272021 Published @
AN-08P1-338 Test Announcement 1231 (Competitive /2672021 102172021 Published @
AN-OSP16TT Test Ann_04589 Competiive 037262021 0972372021 Published @
AN-OSPLTO1 TEst Ann8S47389 Competitive 041052021 09232021 Published @
AN-OSP1-659 Test AnnB3713873 (Competitive 04i0572021 0972372021 Published @
Canvesied lo Appicaion AN-OSP1-54T Test Ann785% Competitive 04i0272021 0972372021 Pubiished @
O ReceriyViewes - [ Test Announcement 62 Competive 12222021 18262021 Publshed ®
AN-OSP1-685 Test Annd78389 (Competitive 04i0572021 0812672021 Published @
Show 10 v Enfres Total Records: 90 Pagelof8 WM

Figure 43: Available Opportunities

To view additional details for a Funding Opportunity, click the View icon under the Actions column for
the opportunity you want to view.

UBLIc InsTRucTion  Education Grants Management System w Granis Portal v (B0 v

Opportunities

~ Avlsle -1

Al ~ EGMS ID Opportunity Mains Typa Opportisnity Ralusis Dot Applicasion DiwDats & Status
AN-OSPI-596 Tast Ann_08783 Competiive Publshed S
AN-OSPI-159 Tanmay Announcment Compstilve 031152024 Published ®
AN-OSPI686 Tost Ann2673612 Comptitve 10222021 Published E
AN-OSPI-335 Tast Announcement1231 Competiive 10212021 Published =
AN-OSPISTT Test Ann_04589 Competiive 09232021 Published ®
AN-OSPLT01 TEst Anng947368 Competitve 08232021 Published ®
— AN-OSPL699 Tost AnnB3713673 Compatitve 09232021 Published =
e AN-OSPI64T Test Ann7BE9 Competiive 09232021 Published e
@ Recently Viewed AN-OSPI2TT Test Announcement 62 Compstiive 08262021 Fublished ®
AN-OSPI695 Tost Annd78389 Compatitve 08/26:2021 Published @®
Show 1p v Enries Total Rscords: 50 Paga 1019 MM

Figure 44: View Additional Details for a Funding Opportunity

8.2 QUALIFIED OPPORTUNITIES

After selecting to view an opportunity, within the Opportunity pages, review the Funding Opportunity
details within all tabs to determine if your organization will apply for the grant. If your organization would
like to apply for the Funding Opportunity, click the Qualify button at the top right of the page. The system
will refresh the page and display a Create pre-application or Create application button on the top right
of the page. Note that all qualified opportunities are stored under the 'Selected' link on the left navigation
menu. So, if you leave the opportunity after qualifying it you can find your qualified opportunity by
navigating to the Opportunities section on the left navigation menu and clicking on the 'Selected' link. You
can then open your opportunity by clicking on the view icon under the 'Actions' column next to your
opportunity.
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PUBLIC INSTRUCTION
Opportunities
= Selected - All ¥ =

EGMS ID

Al v Opportunity Name Type Opportunity Release Date Application Due Date Status Actions.
AN-OSPI-598 TestAnn_08788 Competitive 2021-03-31 2026-07-22 Qualiniea @
== Tasks
AN-OSPI-459 Tanmay Announcment Competitive 20210313 2024-03-15 Qualified &
1sks
AN-OSPI-688 Test Ann2873812 Competitive 2021-04-05 2021-10-22 Qualified
Pending Tasks
Completed Tasks AN-OSPI-658 Test Ann2873812 Competitive 2021.04-05 20211022 Qualified
Opportunities = AN-OSPI-624 Test ANN230 Formula 2021-04-01 2021-07-29 Qualified @
Avallable AN-O8PI-421 TestAnnS55 Competitive 2021-03-11 2021-07-21 Qualified @
Cenverted to Application _
AN-OSPI-322 est Announcement Demod Competitive 2021-02-25 2021-06-23 Qualified @
@ Recently Viewed -
AN-OSPI-325 TESt ANROUNCEMEN167 Competitive 2021-02-25 2021-06-23 Qualitiea @
Show 10 v Enbies Total Records. 70 Page1cf7 wml

Test for skip FOM competit

Figure 45: Qualify Funding Opportunity

Education Grants Management System

Opporuniies

e
Deshka Formula Announcement

EGMS ID Staus Pre.A
AN-OSPIA74 Publisnea

5 ate Application Dus Date ‘
04i09/2021 L

Click Qualify on the chosen
opportunity

-@-T'\smmmg opportunity has not yst Been quaifiad by your organization. If the opporUNty I stll open. AR yoU WAN 10 pursus this view more

Pending Tasks

Complied Tia Woverview  Srnancals  BWFles @ Colan
- Actiities
Opportun 4 Opportunity Information
Avakable Opportunity Name. Type
Selected Desnka Formula Announcement Formula u
Gonvartsa 15 Appication Masimum # Appbcations Aliwed Program Type b .
1 Femmula Grants Federal grant
@ Recently Viewed -
Aumorzing State Uik 10 Authorzing
Desnka Farmua Announc
DO NOT USE Formula by School Board Approval Require
DEMO_Campatitve_Apph Yes
DENO_Gompetiove,_Appi
TR « Opportunity Specific Settings
RA-0024 ecinient Match Regured s n s
Bellevue Courty 25.00
Batevue Courly Focus Area Requred
ves
cumaaton Eany le
Negoranans
Washington Feundation E... ves
 FederalNGO Programs =

Figure 46: Qualify Funding Opportunity

The Opportunity is now in a Qualified status, and your organization can now proceed with the creation of
the Pre-Application.

8.3

GENERAL ASSURANCES FORM

Each Fiscal Year a new Assurances form must be submitted. Go to the Organizational Profile and click on
the Assurances tab.
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= Tasks

My Tasks

Panding Tasks
Completed Tasks
W Actwities
Organization

Organesaon Profie

@ Recently Viewed

Afingion County
Afington County
RA-0101
‘Gen Fund by School no fo.
Test Frogracs Repons
Test Frogress Reports
Test Progress Reports
Test Progres= Reports
Test Frogress Reports
Progress Report

@ Technical

Contact Us

pport

Sutrecipien

anizaton

Arlington County

12345 Active 726000769

Woveview ®Collab  [HRelated Log R Files

a General Assurances

]
Showing 1 fo 10 of 19 records
Fiscal Year | Created On Last Modified By Last Modified On
2030 0412212021 B:05 AM Roger f 06/0212021 2:40 PM
207 Roger F 0410212021 7:01 AM Roger F 06022021 2:40 PM
2022 Roger F 031032021 5:20 AW Roger F 061022021 2.40 PM
2021 Roger F 1112212021 12:18 AM Roger F 061022021 2.40 PM
020 Roger F 0411472021 412 PM Roger F 061022021 240 PM
2019 Roger F 0112172021 11:02PM Roger F 0610212021 2:40 PM
208 Roger F 112172021 11:00 PM Roger F 06022021 240 PM
2017 Roger F 011262021 1219 AM Roger F /2021 2:40 PM
2016 Roger F 0172272021 6:13 AM Roger F 21 240 PM
2015 Roger F 0511212021 12:16 PM Roger F 12021 2:40 PM
Show 10 w Enfries Total Recards 19

Figure 47: Assurances

Last Submitted On

040212021 T-03AM

03032021 614 AM
0172212021 326 AM
04/1412021 413 PM
0172112021 11:02 PM
0172112021 11:01 PM

031712021 410 AM

03

12021 407 AM

5122021 12:17 PM

Assacise Parent Organizaon | |

Submit General Assurances

Status

In Progress
Submitted
Submitted
Submitied
Submitted
Submitted
Submitted
Submitted
Submitied

Submitted

Page 10f2 WM
Actions
L
@

@

@

Page 10f2 WM

Click on Submit the General Assurances and click on the Fiscal Year to select the final year of the fiscal
year that you want to be represented. For example, select 2021 for the 2020-2021 fiscal year.

= Tasks
Applcation Tasks
Panding Tasks
Completed Tasks
™ Activities
Appications

‘Arington County

RA0101
Gen Fund by Seheal na fo
Test Prograss Raparts
Test Progress Reparts
et Progress Repants

Test Pragress Reparts

Test Frogress Reparts

Progress Report

Genesal.

= Fiscal Year

2023

Fiscal Year

- General Assurance for all Federal and State Programs (21-22)

Instructions: Completion of this page by the authorized representative indicates an agreement to al applicable assurances listed on this page as well as in all federal and state form packages contained in the EGMS system. Signing below is cansidered agreement in

writing

Assurances

1. The applicant will comply with ail federal and state statutes and administrative requlations and all program
plans and applications which are applicable to each program included in this application.

2. The applicant will use fiscal control and fund accounting procedures that will ensure proper disbursement of,
and accounting for, federal and state funds paid to the applicant under each program in this application and in
the event of an audit exception, shall repay fedaral and state funds upan completion of audit resolution.

3. The applicant will control funds provided under each such program and title to property acquired with
program funds will be in a public ageney or In a nonprofit private agency, institution, organization, or Indian
triba if the law authorizing the program provides for assistance to such entities.

4. The applicant agrees to adopt and use proper mathods of administering each program in this application,
including but not limited to: the enfarcement of any obiigations impased by federal and state statutes and
administrative rules on the applicant responsibla for carrying out sach program and corracting any deficiencies in
program operations that are identified through audits, manitoring or evaluation.

5. The applicant will maintaln accurate and timely program plan records

ich document progress in
implementing the plans in this application and will amend any application plan when necessary to reflect
significant changes in program scope and/or budget.

Records Retention and Access

» Required ta Save

Reguired to Suomit

Figure 48: Assurances Fiscal Year

Scroll down and complete the Certification by filling out the required information- Authorized
Representative, representative Title, Agreed on, Superintendent/CEO Representative, and Agreed on
date. Once this is completed, click on Save.

GovGrants EGMS User Guide

30




GovGrants

powered by REI Systems

SYSTEMS

Appiications
System for Award Management (SAM) is the primary registrant database for the U.5. Federal Government. SAM
collects, validates, stores, and disseminates data in suppart of agency acquisition missions, including Federal

ﬂ agency contract and assistance awards. Please note that the term “assistance awards” includes grants,
cooperative agreements and other forms of federal assistance, whether applying for assistance awards,
contracts, or ather business opportunities, all entities are considered "registrants.”

The applicant agrees it has a current SAM registration. If nat pre-populated in the box below, please provide
your current DUNS infarmation as registered in SAM.

Pending Tasks » Certification

Completed Tasks
UEIN

Activities
Applcations

i Legal Name
Pro-Appiiabans Anington County

4 By signing below, we certfy that we have read and agree ta all agplicable general assurances as stated above.

At

zed Reprasentative:

Paul Michells

Aringlon Coun 4 Re t
Arlinglon County. Dirsctor

RA-DI0T is Agresa on
Gen Funa by Senoal no fo 0100472022

Test Progress Reports

y sigring below, the Supe

intandentCEQ certfies that they have read and agree to all apphcable general asswances as stated above.
Test Progress Reports

TR RS 4 SuperntandentCEQ Reprosentative

Test Progress Repors Sara Larsen

Test Progress Reports

Progress Repont 10022

Figure 49: Certification

Navigate to Files tab, to add the documents — optional step. Click Add Files button to add the document.
A new modal window opens, and you can choose to Upload File from a Computer or Upload a file from
Library.

Educati

PUBLIC INSTRUCTION

Form
General Assurances

Fiscal vear Last Modihed Dite Last Submitied On
NI . 2036 - 2037 Roger F 01/04/2022 6:04 P
Overview
My Tasks
e ~ Supporting Documents =
Completed Tasks:
Showing 1to 0 O recards
Filo Name Classification Uploadsd by Uploaded On 1 Actions

Mo Records Found

RA-0160

Upload File from Computer

Classification

Select fle classification

* Upioad File

Upload single file up 1o 2

Description
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Add Files

Maximum of 5 files can be selected.

File Name

Test Attachment File txt

OSPI - All Activity and Object C...
OSPI - All Activity and Object C...

OSPI - All Activity and Object C...

Budgat Mockup v4 (1).xlsx

Pages | 1

4k

Classification

Form Package Instructions
Program Artifacts

Form Package Instructions
Form Package Instructions

Form Package Instructions

Description

jhhikik

test

Showing 1 to 5 of 220 records

Figure 50: General Assurances Files

After completing all requirements click on Submit.

() pusLic mstrucTion  Education Grants Management System

Records Per Page
5 a

-

Modified Date

5/20/2021, 03:08 PM
3/15/2021, 06:23 AM
4/15/2021, 04:43 AM
1/6/2021, 07:53 AM

1772021, 07:14 AM

« < > »

-
General Assurances
a
2036 - 2037

Overview % Files

~ Supporting Documents

Shawing 116 1 of 1 records
File Name

Test Anachment File ta

RA-D160

Adinglor

Figure 51: Submitting the General Assurances Form

Classification

Form Package Instructions

Last Modiied 0

01/04/2022 6:04 PM

Uploaded by

Total Records 1

8.4 CONVERTING OPPORTUNITY TO PRE-APPLICATION

EI e =
=
Uploaded On | Actions
01052021 951 AM ®
CaEIE

Once the Opportunity is qualified, the system will present you with the Create Pre-Application (If
Required) and Create Application buttons.
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{87 pusLic INsTRUCTION

Opportunities

Opportunity
Deshka Formula Announcement

EGMS IE Status

Pre-Appiication (SAS) Due Date

Appacation Due Date

w AN-CSPI4TL Qualified 047092021 05/02/2021
= ok Q} This funding opportunity has been qualifisd by your organization. f the apportunity is stll spen, then the appication process can begin by ___view more
S Tasks -
Tasks -
P
Pending Tasks s B
Campleted Tasks — —

A

Opportunities

Woverview  $Financials D Atachments  History % Collab

Availsble

Converlad 1o Application

a Opportunity Information
Opportunity Name

Deshka Formula Announcement
Waximum # Applcations Asows

B

Deshka Formula Announc.

DO HOT USE Formula by Auihorizing Stahute

DEMO_Compettive_Appl

B Competive. Aot School Board Approval Required?
)_Competiive_Aopll vos

DEMO_Formua_gpicat

RA-0024 = Opportunity Specific Settings

Bellevue County ot i Roared®

Believue County Yes

Wiash Foundafion Early le Pre-Application (SAS) Required”

‘Washington Foungation E Yes

Are Expense Details Required on Reimbursements
es

Figure 52: Create Pre-Application

® |f Pre-Application is required, click the Create Pre-Application button.

® |f Pre-Application is not required, click the Create Application button.

Type
Formula
Program Type
Formula Grants

Link fo Authorizng Statute

Subrecpient Match 7
2500%

Focus Area Required?
ves

Negatizians Alowed?
Yes

Program 1D
PG-OSPI-0560
Fom Package Type

Fegeral grant

Is this Federal Grant for Research and Development?

ves

Program Income Apglicable?
ves
Risk Assessment Required?
ves

? Grants Poral v (I8 «

From the qualified
opportunity click on
Create Pre-
Application

9 APPLICATION

9.1

COMPLETING A PRE-APPLICATION

After clicking the Create Pre-Application button to convert the opportunity to a Pre-Application, the
system directs you to the Create Pre-Application modal window. On the Create Pre-Application modal,
the title will be auto populated but is editable. Click the Save and Continue button to add further required

details.
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Create Pre-Application

«ROQUIBE 1D Save 4 REqUIad 10 Submit

Information

“Pre Apolicaiion Tiie

——— 1

Save and Continue:

Figure 53: Create Pre- Application modal

To return to a pre-application you have been working with, navigate to the Applications tab and select
Pre-application from left navigation menu. The content page will display a table with all Pre-applications.
Use the quick search feature to find your pre-application by entering the pre-application title or EGMS ID.
You can view or continue to edit your pre-application by selecting the pencil edit icon.

© pUBLIC INsTRucTioy  Education Grants Management System

Applications

Prsplcstors A1

™ .[Go to Appiication to

locate your Pre- X
. Application G - )
A v EGMSID Pre.Application i bty Tide Pre.Application Due Date Status Actions
PROSPLOIR Wash Foundaton Early leaming V. Washington Foundation Eary leaming V2 04092021 Created ®s
[ PROSPLOMT Deshka Formula Amnouncement  Deshika Formuia Announcement ‘ 04092021 Created ® ¢ ]
Pk Tits PR.0SPL 0062 Test Tex 2021 ‘Cve“ ;" ®d
Compieed Tesks PRAOSPLOIE3 TEst TEs 022001 Created ®4
M Activities PR-OSPLO064 Test Announcement 61 Test Announcement 61 Find your Pre- Created @4
Agpications PROSPLINTS - 2 Tt 2 Application and Click on FU ® 7
Fopme—— View (eye)
Janouncement Test Announcement Cot Created ® 4
Appicatons ;
M Click on Pre- Test Bellovue County 047021 BamoF PeerReviewed ®
Aplication
‘Application Reviews Test it County 071412021 AlesterR Created @4
O Recently Viewed - [EEEEESRIES = 1231 Test 1231 Ballevue County 0702021 HesterR Created ® ¢
Des o Aamc Show 10 v Enties Total Records: 95 M PageTo10 WM
Deshia Formula Announc.

Figure 54: Locating Pre-Application
The system will direct you to the created Pre-Application page in Edit mode.
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Education Grants Management System

Applications

Pre-Application
Deshka Formula Announcement

w Grants Portal v ([ 800 v

. PR-OSPLOTAT Created 04/092021 \
— @ To receive funding the pre-apphcation must be completzd in full and then submitted ta the grantor. Be sure to complate the forms and upload any....view mare )
= Tasis - Click Edit
Applcation Tasks =
Panaing Tasks _‘g: .
Completed Tasks
Woverview W Responsibilties  [F)Formsand Files  DHistory % Collab
 Supporting Documents Checklist =
* Records are soried by Last Modiffod Date aseending ordor
Description Requirad Status Templats Link Subracipient Document Link Actions
Fom instructions Mandatery Acive Not Appicable o

Deshka Formuia Announc.

Total Records:1
DO NOT USE Farmuia by

DEMO_Comp:

 Pre-Application Files
DEMO_Gomp:

&I =

Figure 55: Edit Pre-Application

9.1.1 OVERVIEW TAB

On the Overview tab, navigate to the Pre-Application Overview section and enter the required
information, such as the Pre- Application Title.

Education Grants Management System

PUBLIC INSTRUCTION

v Grants Portal v ((gal)

Appilications
Subanit 1o Grantor =]

Test Announcementi2s1 [EE=Tm] =

PR-OSPI0106 Created 077202024

Al -
‘@»Tﬂ receive funding the pre-application must be completed in full and then submitted to the grantor. Be sure to complete the forms and upload any . view more
Created

W Responsibilties  [Z)Forms and Files D History % Collab

= Applicant Information

Applicant Organization Address EIN

Bicklston School District PC BOX 10 NULL

BICKLETON Washington 99322

Duns SAM Expiration Date Pre-Applcation Tale

193518586 Test Announcementi1231

 Opportunity Overview

Fund Oppaortunity Title Opportunity Typa rganization

AN-C Test Announcement1231 Competitive washington State Omce of Superintendent of Public

Instruction

Fre-Appilcation Due Dite Apicanon Due Dare Subawara Fioor waward Celing

07202021 1021/2021 $100.00 $200 00

Project Penod Stant Date: Project Penod End Dete Watch Requred: Match 5

0511212021 072024 Yes 67.00%

Program Incoma Allowad?

Yes

« System Information

Crealed Date Last Modified Date
0310812021 10:11 PM 03/08/2021 10:11 PM

OSP1 Home | Site Info | Non Disclosure Agreement | Conflict of Interest

Figure 56: Complete Pre-Application Overview

9.1.2 RESPONSIBILITY TAB

In the responsibility tab you can optionally assign a peer reviewer with whom you can collaborate on this
application. To assign a peer reviewer navigate to the Responsibilities tab and select New in the top-right
corner. Enter Reviewer Name, Responsibility, Description and Due Date for the review. Select whether
you will Allow Record Editing by the reviewer. By selecting "Yes", the reviewer will be able to edit the pre-
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application fields and related forms. When all reviewer details are entered, click Save. You can repeat the
same process to add multiple reviewers.

PUBLIC INSTRUCTION

Education Grants Management System

All v
= Tasks
Tasks -

Completza T
™ Activities
Opportunities -
Avaliadle
Selected
Converted to Application

@ Recently Viewed -

Test Annauncement 62

Ing BUQ137885_APP
FreApp Tes! Program £x0
Test Annd78389
PreAPPfor Tast SP formu
Arlington County

Anington County

Announcerment 1o chk fiid.

Opportunities
Tost Announcement 52
EoMs 1D Status
PR-OSPI0212 Created
@-o recsive funding the pre-applcation must be completed In full and then submitted to the grantor. Ba sure to complete the forms and upload any..view mors

[ —

W overview | W Responsibiities | [fFomsandFiles  DHistory R Gollab

 Peer Reviewers

Pre-Appication Due Date
07/22/2021

* Rex

*C{Emﬁl"vna\q = -

# | Reviews: Name Rusponsibiliey Description Duo Date

Allow Record Editing

Program Reviewer -

No Recards Found

Figure 57: Adding Peer Reviewers

No

[ conco [ 5o |
=en =
Status Actions
~  Created x

9.1.3 FORMS AND FILES TAB

The Forms and Files tab includes the following sections:

Supporting Documents and checklist section. In this section applicants can download templates
provided by OSPI by clicking on the template link and upload them via the upload icon under the actions
column after they have populated the template. These templates can be either mandatory or optional. |
mandatory the system will not allow you to submit until you upload the completed template.

Pre-Application files section. This section allows you to upload any type of files required in the

application.

Notes section. This section allows you to create and store notes that will remain as a permanent record
associated to the application.

Forms section. This section includes the actual forms/pages that capture the required information
necessary to apply for the award. As an applicant you are required to complete all forms listed in this
section unless otherwise indicated in the opportunity.
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Education Grants Management System

Applications

I a Supporting Documents Checklist I

Description Required
4 Pre-Application Files
Title Classification
Title Description

Form Name Is Form Validated?
Substantially Approvable Status (SAS) and Program Assurar No

Intent to Participate and Transferability/REAP Options No

Woverview % Responsibilties | [21Formsand Files | "D History %@ Collab

Template Link

No Records Found

File Extension

No Records Found

Created Date |

No Records Found

Mandatory?
v
v

Last Modified By
Alester R

Almira AAENSON

*~ Grants Portal v & v

* Records are soited by Last Modified Date ascending order

Subrecipient Document Link

* Records are soited by Last Medified Date ascending order

Description Actions.

Created By

Last Modified Date T Actions
0472212021 1:23 AM @ |9
04/30/2021 5:53 AM @4

Figure 58: Forms and Files tab sections

FORMS SECTION

To complete a form, navigate the Actions column in the forms section where you can select to view or
edit the form by clicking on the corresponding icon.

UsLic InsTRucTION  Education Grants Management System

*aﬁm—,wu‘- 2

Applications
ﬂ a Supporting Documents Checklist
i =l o]

order

* Records are sorted by Last Modified Date ascending

Description Required Status Template Link Subrecipient Document Link Actions
Fomm instructions Mandatary Active View Not Applicable (]
Tolal Records:1
P Activiti
- i addd Fies [
= Pra-Application Files BEE =
* Records are sarted by Last Modified Date ascending order
Appiications
i Titke Classification File Extension Description Actions
No Records Found
Appiication Reviews
@ Recently Viewed =
Deshka F n. ~ Notes. R =
= Complete the required forms
Desnka Formu c
Title Description Created Dato | '
DO NOT USE Formula by
P Ho Records Found 1
DEMO_Competitve_Appl
L
DEMO_Competive_Appl M
DEMO._Formula_Apgicali EE v =
RA-0024
Bellevus County Form Name Is Form Validated? Mandatory? Last Modified By Last Modified Date | Acti
Bellevug County Substantislly Approvable Staus (SAS) and Program Assurances No v ester R 041052021 12:33 PM @ 40
Wash Foundaton Eariy i
e Intent to Paricipate and Transfarablity/REAP Options Mo v estar R 04105/202112:33 P ®sB

ﬁ GovGrants

Figure 59: Edit the required forms

0SPI Home | Site Info | Non Disclosure Agreement | Conflict of Interest.

The following is a step-by-step example for completing a form. After navigating to the Forms section and
clicking on the pencil edit icon, the system will open the form in edit mode. All forms will include a
header section that includes the name of the form, validation status — yes/no, a last modified by, and
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last modified date. A second common section for all forms is the Organization and Pre-

application/Application information section that includes the applicants organization information. The
rest of the sections will be unique to each form.

The system allows you to navigate between forms via a toggle located in the top right of every form.

Applications
| validats 1 =
Intent to Participate and Transferability/REAP Options EmEEA =
m ntent to Participate and Transferabiity REAP Options ’ v
a . p— Lsst Moatied Date -
Mo 041052021 1:52 PM PR
vt

4 Organization and Pre-Application Information Click on the drop down and choose

e Pre-Appicat o o e the next form that has to be
Belevue County PROSPIO14T Desfka Fomuia completed
Last Submified Date
 Pre-Application Focus Areas/Programs =
To view the & chool, rbal districts go to the Files secion of the related Opportunity
Applicants w ion will need to complete the REAP page, included in the full apglication under Title VB, Subpart 1 N
Focus ArealProgram ID Focus ArealProgram | Preliminary Allocations Transferred Out Amount Transferred In Amount Revised Allocation  Intent to Participate Actions
e E-416 Tike 1 Part A $0.00 S
Deshka Formala Ann
F-a17 Titie 1 Part D s0.00 #
F-418 Titke 2 Part A $0.00 $000 ra
Total Records 3
a Pre-Application Transferability Details 3 =

Wash Foundation Eany . Transfer From T Transfer To Transfer Amount

Na Recards Found

 Tribal and Private School Consultation

Private: To view the list of districts with eligible private schoaks go o the Files section of the related Opportunity

Figure 60: Completing the Intent to Participate and Transferability /REAP Options

After selecting the Intent to Participate and Transferability /REAP Options form navigate to the Pre-
Application Focus Areas/Programs section and select the required option from the available dropdown
on the Intent to Participate column - click on the action column on any of the available Focus
Area/Programs.
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C INSTRUCTION

Education Grants Management System

= Tasks

Appiicafion Tasks
Pending Tasks
Complefed Tasks

W Activities

Applications

Appiications

Deshka Fomuia Anounc.
Deshka Formula Annount.
DO NOT USE Formula by .
DEMO_Compeitive_Appli
DEMO_Competitive_Appli...
DEMO_Formula_Appiicali
RA-D024

Believue County

Figure 61:

Applications

Fom

Intent to Participate and Transferability/REAP Options

- Organization and Pre-Application Information

PR-OSPI0147

Bellevue County

Last Submitied Date

a Pre-Application Focus Areas/Programs

e list of REAP eligible, private school, iribel districts goto
Applicants who select the REAP option vill need fo complate

les sectiqn of ed Opportunty.

I application under Tidle VB, Subpart 1

Focus Area/Program ID Focus Area/Program | Preliminary Allocations Transferred Out Amount
F416 Titie 1 PartA §350,000.00
F417 Titie 1Part D §250,000.00
F-418 Title 2 PartA §400,000.00

Total Records:3

Intent to Participate Focus Areas/ Program

Intent to Parficipatz and Transferability/REAP Options v

3/2021 1:52 PM

+RequiredioSave i Required o Submit
Deshka Formula Announcement
Click Edit and complete the =
Intent o Participate
2
+
Transfeed In Amount Revised Allocation  Intent t@Participate ctions
50.00 000.00
$0.00 325000000 4
§0.00 $400,000.00 ]

After selecting the required option from the available dropdown in the Intent to Participate column click
on the Save button on the top of the table.

Education Grants Management System

Appiication Rey

@ Recently Viewed -

Formuia Annaunc

Deshka Formuia Annaunc
DO NOT USE Formula by
DEMO_Compettive_App
D!
0!
RA-0024

Competiive_Apps

_Formuia_Appicati,

Belevue County

Relevin Caunty

Applications.

Intent to Participate and Transferability/REAP Options

15 Form Vaids
No

- i and Pry

Organization Name
Bellevue County

Pre-Application ID
PR-OSPI0147
fed Date

= Pre-Application Focus Areas/Programs

To view the fist of REAP sigitle. private schaol, ibal distrcts go to the Files section of the relatsd Oppx
Appicarts wh sakst the REAP opton il need o complets the REAP page. Inciuded n the full spplcaton undr Tits VB, Subpart 1

Focus ArealProgram 1D Focus Area/Program | Proliminary Allocations Transfarrad Out Amount

F.416 Tale 1 Part A $350,000.00 $0.00
F-417 Tile 1Part D $250,000.00 5000
F-418 Title 2 Part A $400,000.00 s0.00

Total Recards 3

Figure 62: Saving all entered data for Intent to Participate
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Intent to Participate and Transferability/REAP Optians v

+ Required to Save

Required to Submit

Pre-Apgication Titla

Deshka Formula Anaouncement

Click Save after completing
all Focus Areas/Programs

Transforrad In Amount Ravisad Actions
$0.00 [}
000 §250,00000  Yes v D
s0.00 5400,00000  Yes, with REAP v D
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On the Contacts section, to add new contact click on the Associate button, select a contact from the
contacts pop up window and click Add. Click on Edit icon on the action column to edit the Focus Area/
Program or title of the contact. Click on Save button. Note that the Focus Area/Program must be

populated before you can validate the form.

# Contacts Click Associate to ’- =
Search m select a contact |~
from the pop up
Focus ArealProgram Contact Name T Title Telephone Number Email Address| WindOW. Actions
Mlester R (678) 965-4327 alester02test@yopma.com a3
Total Records:1
Click Save
Form Number 1 Form Version 1 |
Figure 58: Associate Contact
« Contacts =
Q]
Focus Area/Program Contact Name T Title Telephone Number Email Address Actions
|A\est;*R :I (678) 9654327 alester Mest@yopmai com ,
' otal Records 1 '
Add Title Click Editto add the 4
Add the Focus Area/ Focus Area/ Program
Program
En

Form Number 1 FOMVETSIO

Figure 63: Edit Contact Title/ Focus Area Program

The final step when populating a form is to validate the form. To validate a form, click the Validate
button available on the top right of the form. If all the required data is entered in the form, the form will
be successfully validated. This does not submit the form to the grantor, it only validates that the data
was entered correctly. The 'is the form validated' field will change from No to Yes when the form is

successfully validated.

Click Validate and the
system will perform a series
of checks on the form to
ensure that is completed
corractly.

= and Pre.

- .

Figure 60: Validate the forms
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NOTES SECTION
If you have any supporting documentation or notes that are relevant to the Pre-Application process they
can be included under the Forms and Files tab. Click on Add to add the newly created notes.

sLic nsTRUcTion  Education Grants Management System

Appiications

Woveview % Responsiviiies  [S)Formsand Files D History R Collab

 Supporting Documents Checklist =
Al v - ﬂ
= Tasks * Resords are sorted by Last Modiied Date ascending order
Applicaion Tasks Description Required Status Template Link Subrecipient Document Link
Fendng Tests No Records Faund
Completed Tasks

e Activitie:
» Pre-Application Files [ AddFies [

Applications

* Records are sorted by Last Modified Date ascending order

Fre-Applications
Title (Classification File Extension Description Actions
Reviews -
No Records Found

Application Reviews

@ Recently Viewed -

Title Description Created Date | Created By
No Records Found

Figure 64: Add Notes

9.1.4 History tab

Navigate to the History tab. Once the pre-application is converted to an application, the snapshot will be
attached here to download. This section will also list field history for up to 20 fields from the Pre-
Application object to be tracked. The field history tracks the old value, the new value and change by and
changed on values. These 20 fields are selected by OSPI when configuring the system.

§0) sustic matavenion  Education Grants Management System W Geanis Porta ()

Applications

m S opea e

PreApp Test Program Expenditures Form

PR-OSPI-0204 Convented to Application 04/06/2021

@w recaive funding the pre-application must be completed in full and then submitted to the grantor Be surs to complete the forms and upload any_ view more

- a
Ponaing Tasts - 1oAp
Compited Tasks
Woverview Y Responsibilies (2 Forms and Files @ Collab
= Field History Pre-Apglication -
Appicaion Reviews EGMS (D Changed Field New Value Otd Vialue Changed By Changsd On ¥

@ Recently Viewed =) No racords found

PreApp Test Pragrem Exp.

 Snapshot History

File Name Date Taken Taken By

Snapshot_Pre-Application 04/06/2021 722 AM Roger F

Total Records - 1

« Comments
Grantor Comment
aaa
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Figure 62: Snapshot History

9.1.5 COLLAB TAB

On the Collab tab, you can share feeds and send emails. To share feeds, add the required details in My
Feed section and click on the Share button. Note that if you want the feed to be addressed to a specific
registered user you can enter @ followed by the individuals name. The recipient of this feed will also
receive an email letting them know they have been sent a My Feed chatter message.

UsLic INeTRUcTion  Education Grants Management System v GranisPorta v (&) v
Applications
PR-OSPI0226 Converted to Application 03/30/2023
m @ To receive funding the pre-application must be completed in full and then submitted to the granior. Be sure to complete the forms and upload any _ view mere

Al v o o P o PN

L O O O 0
Submitted for Peer Reviey ed it Accepted onverted to Application
£ Tasks
i Wovervien W Responsiviliies  WiRevisions  [2)Forms and Files

Pending Tasks
Completed Tasks ~ My Feed

Applications

@ Recently Viewed - -

Test Amn_08788_ Depioy

Ballevue - Demo Announc. Barno F (Partnar)
Fomi{ E @Bams F Please Review this Pra Application

les- 2103202 amwent - Like - Just now
Create-133238
TEst Annge47399

Figure 65: Share My Feed

To send the emails/message, navigate to Messages section. Click on the Send Email button to add the
required details. Click Send button to send the message.

) pusic wataueTion  Education Grants Management System o conicrera v (@)
Applications
Test Announcement1231 Bl Bt =
s e staus Pre-Applcaton Dus Daz
- m PR-OSPI-006 Createg 077202021

A A @ To raceive funding the pre-application must b completad in full and then submited to the grantor. B sura to completa the forms and upload any. .. view mors

eated
Woveview W Responsbiites  [BFormsand Fles D History | R Collab
My Feed
@ you werking 0n? @mention someone
Test Amnouncementi231 To this PreApplication

No feeds available.
-m Evmd Email
Subject From Address To Address Email Subject Preview
No records found

Figure 66: Send Email
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Once you have entered or uploaded all required information throughout the different tabs and in the
forms, click the Submit to Grantor button. If the submission is successful, the grantor will receive an email
notification and a task generated to review the pre-application.

puBLIc INsTRUcTion  Education Grants Management System

Applications

Deshka Formula Announcement

EGMS 1D Stat Pre-Appication Dus Date
PR-OSPI-0147 reated 0410972021

w To receive funding the pre-application must be completed in full and then submitted 10 the grantor. Be sure to complate the forms and upload any. .. view more
Once the Pre-application is
o - - : :
e 3 Rt > saved click the Submit to
Grantor button.

Woverview  WResponsbiies  [B)Formsand Files  DHistory  ® Collab

‘Pre-Applicaions a Applicant Information
Aopicaticns Appicant Organization Aderes [ EN
Bellevue County PO BOX 90010 726000762
BELLEVUE WA 98005-3183
Agpication Reviews i
DUNS SAM Expuation Date Pre-Appication Tite
Deshia Formuta Anour: Deshka Formula Announcement

Deshka Formula Announc.

DO NOT USE Formufa by & ppoxtiinky Overdmn:

DEMO_Compettive_Appi pportunty Tite Opportunity Type Funding Organization
T AN Deshka Formuta Announcement Formula Washington State Office of Superintendent of Public
Instruction
DEMO_Formuta_Apphcati
Pre-Agpscation Due Daie Aopcation Due Date Subaward Floor Subaware Ceiing
BASmRA 040912021 0510312021 $0.00 §1,000,000.00
Bebevue County Pro c Project Pariod End Date Maich Requred Matcn % (3
Balievue County o7 0613012022 Yes 25.00%
Wash Foundabon Earl le Program
Yes
a System Information
o Creatod Date Last Modied By Last Modfied Date
Al 04/05:2021 12:33 PM Alester R 04/052021 1:26 PM

Figure 67: Submit Pre-Application to Grantor

Confirm

Are you sure you want to submit Pre-Appication?

Figure 68: Submission Confirmation

9.1.6 PRE-APPLICATION REVISIONS

OSPIl announcement owner can request a revision to be made on the Pre-Application. The Pre-
Application record owner (user that submitted pre-application) will receive an email notification and a
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pending task to revise and re-submit the pre-application. To access the revision task, navigate to the
Applications tab and select 'Pending Tasks' on left navigation menu. Find the Revision Request task
under the 'Type' column and click on the green start action icon.

UBLIC NeTRUCTIon  Education Grants Management System *Gmn(spmalv & v

Applications.

Go to Applications

a Pending Tasks (Assigned To Me)

g v
Al v EGMS 1D Type Status Subject Due Date Actions
| PRAOSPLO148 Revsion Request Not Started Reise Pre-Application £PR-OSPL0148 w1220 > |
PR-OSPHOIA Revision Requast InPrograss. Revise Pre-Application 2PR-0SPHITAT Mintemal 140472021
Application Tasks -
Perting Tasks Tota Recores: 2 - - T
Coreeet T ™ Gjick Pending Tasks Find the task to Revise the Pre-
N Actites 1 9 Application and click on the Start
Appcatins i B Actionicon. M
Pre-Applications A
EGMS 1D Type Status Subject

Appiicaions

No records found

Appiication Reviews

Deshka Formuta Announc...

Figure 69: Pre-Application Revision

The system will take you to a Revisions tab where you can see the revision request details and enter
your response. The revision request details will indicate what tabs or forms are open for you to edit. You
will not be able to edit any tab or form details if it was not requested to be revised by the grantor.

UsLic meTnuetion  Education Grants Management System GranisPoral v (& v

Applications
e-Appiica rr——
i-. Deshka Formula Announcement ubmit to Grantor =
- o Statis Pre-Appication Due Date

PR-OSPHI145 Revision Initiated 109 \
Al v v
= sk '@vT: receive funding the pre-application must be completed in full and then submitted to the grantor. Be sure to completz the forms and upload any.... view more CI|CK Edlt fo enter
= lasG N r
. the revision Details
Appiicaion Tasks

Pending Tasks

o o

Completed Tasks

Overview W Responsibilifies HRe\ﬂsmns @ Formsand Files D History ® Collab

Pre-Appications a Revision Request Details

Appiicatians Due Date Rexision

Applicant Name

040512021 Sent to Subrecipient Boistfort AAENSON
Rey d Dale Revision Submited On

. =
04/04/2021 8:00 P 04/05/2021 3:06 PM

Deshka Formula Announc. » Explanation of Revisions Needed
Deshka Formula Announc.

Deshka Formula Amounc Please revise the Fiscal Year form
Boistfort Schoal District

Bakstort Schoal District a Applicant Response
RADIE2 -

DEMO 10 formuia and Co.

DEMO 10 formuia and Co.

DEMO 10 fomuia and Co Submlfo Granior

Figure 70: Edit revision Details
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Revision details are required to be entered under Applicant Response section before you can re-submit
the pre-application to the grantor.

§%7 pusLic INsTrucTion  Education Grants Management System T Grants Portal « -~

& Applications

m Lo

Deshka Formula Announcerment

ﬂ EGMS 1D Status Pre-Appiication Due Date

PROSPLO14E Revision Infiate 00912021
a -
A Toreceive funsng thpre-spplicaton must b complet=d i fulan then submitid o he granor e sure 0 complte the forms and uposd any. view more Click Save
[ N4 C O
Fondng Tasks Created Submited

Complated Tasks
« Required to Save Requiren 1o Submit

WOverview % Responsiiites BiRevisions BlFormsand Files D istory @ Collab

- Revision Request Datails

Applications

Applicant Name
BoisiTon AAENSON
Applicafion Revews

- Revision Submiied O
@ Recently Viewed = 222021 800 PM 512021 3.06 PM

Deshka Formula Announc.

Deshka Formula Announc.

Dot Formus Anmounc - Explanation of Revisions Needed

Boistfort Schoal District Details
Please revise Ihe Fiscal Year form

RA-D052

DEMO 10 formula and Co... b e

DEMO 10 formuls an Co Dotai

DEMO 10 formuls and Co. Fiecal Yoar ha been updated| | Enter revision Details as needed.
SpecalEdTest e —

ﬁGnvGram‘s OSP| Home | Site Info | Non Disclosure Agraement | Conflict of Interest

Figure 71: Save revision Details

Education Grants Management System *G’anlﬂmdv &

Applications

Edit | Submitto Grantor

Sial

PROSPHI48 Revision Infiated 4092021

ion Due Dale

Ciick fo Re-submitto
0SPL.

— @Lh receive funding the pee-application must be completed in full and then submitied to the grantor. Be sure to complete the forms and pload any.... view more
= Tasks

Applicaion Tasks

Pending Tasks

D
>

ﬂ v v

Suby

Completed Tasks

N Actties W Overview *Responswbmlies IRevisions @Fﬂrmsandﬁles Dtistory W Colab

Applcations

4 Revision Request Details

Agpicatons Due Dt Resion Reg :

I 0 Sentlo Subrecivient Baistort AAENSON

Figure 72: Submit to Grantor
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Confirm

Are you sure you want to submit Pre-Application?

Figure 73: Submission Confirmation

DOWNLOADING PRE-APPLICATION INCLUDING ALL FORMS AS A PDF

From the Pre-Application record, click on the Hamburger (E) icon.

UBLic INsTRUGTION  Education Grants Management System %‘ T
Applications
Pre-Application s e _
AB Announcement 4 & _ mit to Grantor |qu

Download PDF with Forms™]
Download As PDF

Search
EGMS D Status Pre-Application Due Date

PR-0SPI-0209 Created 07/01/2021

Al

3 Take Snapshot

-@-Tn recive funding the pre-application must be completed in full and then submitted to the grantor. Be sure to complete the forms and upload any..... view more

== Tasks

Application Tasks

A (v
Created Submitted Accepted Converted to Application

Pending Tasks

Completed Tasks

™ Activities W Overview W Responsibiities  [2) Forms and Files DHistory  ®a Collab

Applications

Pre-Applications & Applicant Information

Applications Applicant Organization Address EIN
e Bellevue County PO BOX 90010 726000782
BELLEVUE WA 98005-3183
Application Reviews USA

Figure 74: Download PDF with Forms

® Note: You will see a success message as follows: The PDF file you requested is being processed and
will be available within few minutes in the "Forms and Files" tab, under the Pre-Application Files
section.

Click on the Forms and Files tab. Scroll to the "Pre-Application Files" section to Download, View, edit, or
Remove the PDF.
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9.2 COMPLETING AN APPLICATION

9.2.1 CREATE APPLICATION FROM PRE-APPLICATION

After the pre-application has been accepted by the Grantor you will receive an email notification and a
task to create the application. To access the task, navigate to the HOME tab and select Pending Task from
the left navigation menu. Select the Green Play arrow that appears under the Actions column.

PUBLIC INsTRUCTION  Education Grants Management System ? GrantsPortel v (8 v

Q Search = 4 Pending Tasks (Assigned To Me) =
B o B v
A M EGMS ID Task Type Subject Created By Due Date Actions
PR-OSPHIO12 Review Recipint Pre-Application for Anno_~ Roger F 012802021 >
AP-OSPL14 Negotation Request Revise Application $AP-OSPI-114 for Fund...  PMintemal Rass 02152021 >
PROSPLITTT cplczion Creets Aoplcztion o Funding Opgorurty. PI Raunck S IZ\ o
[ PR-0SPHI193 Craate Apglication Create Applicaion for Funding Opportunty_ PMlintemal Ross 040302021 3
W Actites [l Frosean Revise Pre-Application Pintemal Ross 04162021 >
Organizaton B Frospaar Rerise Pre-Application PMintemal Rass 04162021 >
o e PR-OSPL0207 Res piicaton Pintemal Ross 4162021 3
@ RecenyViewed - [IEECXVCER) Revise Pre-Application Pintemal Ross 470 >
SFI Pre nEc. PR-OSPLI214 re-Application for Ao RogerF 04122021 >
g AP-0SPI-380 Application Revision Request Revise Applcation #AP-OSP1-380 for Fund...  PM Raunak 041712021 »
Test 1 pre-appiication RR
Siow 1) v Entes Total Records: 18 Page 1012 MW

Test for skip FOM compest

LI T « Pending Tasks (Assioned By Me)

Figure 75: Task to create Application from Pre -Application

This task will take you to the accepted pre-application where a Create Application button will be available
on top right of screen, click on the Create Application.

sLic INsTRUCTIon  Education Grants Management System

A
P e
plc: [m—— —
Announcement to chk field history reate Applcation
- ﬂ Status Fre-Appiicasan Due Dat
Accepted 041152021
ylication must be completed in full and then submitied to the granior Be sure to complete the forms and upload any __ view more
[ G 4
p—— O
LS Created Submitted for Peer Review Peer R Submitted
‘Completed Tasks
Woverview W Responsibiities  [F]Formsand Files  DHistory % Collab
« Applicant Information
e o drass en
Arfington County 315 N. French Avenue 726000783
Arlington WA 98223
iy
DUNS SAM Expiration Date Pre-Appiication Tile
838114850 Announcement to chk field history
4 Opportunity Overview

Figure 76: Converting Pre- application to Application
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|9.2.2 CREATE APPLICATION FROM OPPORTUNITY

Clicking on the Available Opportunities in the left navigation pane you will find a published announcement
that you are interested in and then click on the View (=) icon. You will be taken to the opportunity record
and after carefully reviewing all details click on the Qualify to pursue the opportunity.

s Management System

a Available = All ¥

EGMS ID Opportunity Name Type Opportunity Release Date Application Due Date ¥ Status Actions
AN-OSPI-282 TEst Announcement6798 Competitive 03082021 7H4201 Published
AN-OSPI-578 Test R_OER_9 Competitive 031252021 07/01/2021 Published
Eending Tasks AN-OSPI-322 Test Announcement Demod Compefitive 02/25/2021 0623/2021 Published @
Completed Tasks AN-OSPI-325 TEst ANnouncement 167 Competitive 02252021 06232021 Published @
[ Activities AN-OSPI-306 Test Announcemant_01 Compstitive 030972021 06/16/2021 Published @
Oppctes AN-OSPI-368 Test Announcementogg Compeitive 03082021 06102021 Published ®
Availabte
AN-OSPI-332 Test ANnouncement689 Formula 0272612021 0511912021 Published @
Selecled
. AN-OSPI-264 Test AnnouncemantsT Formula 03032021 05122021 Published &
Converted to Application
@ Recenty Viewed AN-OSPI-307 Test Announcement580 Competitive 030972021 0512/2021 Published ®
SPAApP for Test Formu AN-OSPI-042 OSPI| GTE Announcement 2021 Competitive 011912021 050172021 Published @
SPAADD Tar Teet Tille | P. Show | {0 v Entres Total Recoros: 19 Page 102 MM

SPAApP for Test Formu .

Figure 77: Select an Opportunity

PUBLIC INsTRUCTION  Education Grants Manageme:

Opportunities
Mary Adams Competitive

E EGMSID Status
AN-OSPI1-839 Published

@mmm;nppmunm has not yet been qualified by your organizaficn. 1 the oppartunity is stil open, and you want to pursue this___ view more

Pending

Woveniew $Financials  [WFiles o Collab

4 Opportunity Information

Seecizd

Competitive PG-OSPI-0600

Converted to Appication pe Form Fackage Type

1 Competilive Gran's Federal competiiive grant
@ Recently Viewed -
ur Lin se sthis

Mary Atams Compefiive No

AB2 Announcement 4 14

2l Required?

Test Ann_04589
Announcement 1o chic field.
S  Opportunity Specific Settings

SPI FreApp

Ann far bug 132567

Figure 78: Qualify to pursue the opportunity
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Note: If your organization does not meet the eligibility type the system will require you to confirm if
you want to continue as seen in screenshot below.

Confirm

You organization is not ligibl to apply for the selected opportuniy. Are you sure you wanl to continue?

Figure 79: Confirm if you want to continue

From the Qualified (Selected) Opportunity record, you will see either a Create Pre-Application or a
"Create Application" button, as applicable for the opportunity. Click Create Application.

) puBLIC INsTRUCTION  Education Grants Management System

Opportunities

Opportunity
AB2 Announcement 4 14

EGMSID Stalus Fre-Applicabon (SAS) Due Dale Appiication Due Dale:
AN.OSPLTS0 Quaified 0810172021
{?-Th‘m funding opportunity has been quaified by your organization. If ity i siill open, then the appéication process can begin by..._ view more
P
Pendng Tssks Quaiied
Completed Taske -
Activities N
= Woveniew  $Financials  WAtachmenis  History  ®e Collab
Opportunities
frailable: a Opportunity Information
Sekcted
Opportundy Name Trve Propram D

Convertzd fo Application AB2 Announcement 4 14 Competitive: PG-OSPI-0589
@ Recently Viewed Maximum # Applicasons Allowed Program Type Fom Package Type

e 1 Formula and Competitive Grants State competitive grant

Test Amn_ 04589 Aulharizing Staiule Link o Authorizing Sizhute s tis Federal Grant for Research and Development?

No

Announcement fo chk iskd

School Board Approval Required?

‘SPI PreApp TestAnn chec... o

Ann for bug 132567

Figure 80: Create Application

After you have Click on the Create Application button you will be taken to the create application modal
window. Click on the Save and Continue button.
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Create Application X

Save and Confinue

+ Required to Save Required to Submit

Application Information

*Application Title
AB - Title Announcement 2022

Save and Confinue

Figure 81: Application Information

Upon saving information in the Create Application modal, additional tabs are displayed. The application
will be in edit mode.

7) puBLIC INsTRUcTiON  Education Grants Management System v Grams Portsl v (0 v

Opportunities

AP-DSPI-446 Created 06/30/2021
A .
Created
T « RequredtoSave [, Requesd o Submi
Completed Tasks [ Overview  $Budget® K Responsibiiies  ¥FormsandFiles  DHistory R Collab
Opporirities - Information
Available Applicant Organization Adoress EIN
Selscted UAT Spokane School District — ESD 101 4202 S Regal 123455985
Spokane WA 99223
Converlad to Application usa
@ Recently Viewed - DUNS ‘SAM Exgiration Dale

Test dk

Test ok

_ a Opportunity Overview
Figure 82: Application Tabs

On the Overview tab you can see Information, Opportunity Overview, and Application Overview. Enter
the Budget requested and the estimated program income. To associate Applicant Contacts click on the
Associate to add a contact.
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Education Grants Management System

Cpportunities

Subeward Ceing
ﬂ 51,000,000.00

A1 ~ Yes

« Application Overview

“Application Tiie

Testdk
™ Activi
Opporurities = Applicant Contacts
Selacted
Converted to Application Project Role

Pragram Contact

« OSPI Contacts

Title Name

~ System Information

Figure 83: Applicant Contacts

Name 1

Debra Oakley

Email

Instruction
Estimated Project Peri it Date Estimatec
713012024 6130/2022
Income For Project Periad
0.00
Email s Key Contact
x
Total Records:1
Business Phane Organization

Grsated Date

427/2021 1052 AM

To add a Project Role, click on the Edit ( ¢ ) icon. If you want to remove the contact, click on the

Remove (X) icon.

B | @ 02 Sesvonpiaton e X | @8 Actue Partaer Users - Salsforc. X @) Applicsin 841

< (&

UBLic meTRUCTIon  Education Grants Management System

) hittps//uat-granteeportal.cs32 force.com/apex/ApplicationEdit?

Is User Actions
v @ F R
s
Project Role Program
Last Moifod Date
412712021 10:56 AM
- =] x

s =

@ Nel:'m:née

Opportunities

Subaward Celing
ﬂ §1,000,000 00
Frogram income Atawe
Al v ves

4 Application Overview

Pending Tasks

Test ok

Completed Tasks

W Activi

Opportuni « Applicant Contacts

Avaiiabie

Project Role

Program Contact

Testak

4 OSPI Contacts.

Title Name

4 System Information

Name T

Debra Oaklay

Instruction
Estmatea Projact Perion E
/3012022
Estmated Program Income Far
0.00
Email Is Key Contact
com x

Total Records: 1

Business Phone Organization

Date
472712021 10:52 AM

Match Required?

No

Is User Actions

v [

Project Role Program

Last Modéfied Date
4/27/2021 10:56 AM

OSP1 Homa | Site Info | Non Disclosure Agreement | Confict of Intarest

Figure 84: Adding a Project Role

Scroll down to the OSPI Contacts section to view any contacts related on the Funding Announcement. To
view details, click on the View (“~~) icon.
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"i.;'" pusLic nsTRucTion  Education Grants Management System

Applications

‘Subaward Ceiling Estimated Project Period Start Date Estimated Project Period End Date Maich Required?
Q Search =
§1,000,000 00 0713072021 06/30/2022 No
m Program Income Allowed?
Yes

a Application Overview

Al
= Tasks Appication Tite Ectmatsd Program income For Project Feriod
Application Tasks Testdk $0.00

Pending Tasks.

Completed Tasks a Applicant Contacts :
[ Activities - E :
Applicati =
P— Project Role Name 1 Email Is Key Contact s User Actions
A Program Contact Debra Oakley doakleyospi@) < x ' W
Reviews - Totel Records:1
Apaitcation Reviews

Testdk

T Q| To view

Recons sre sred oy il Details
Title Name Email Business Phone Organization Project Role Program 6
PMintemal Ross Washington State Office of Suparintandant of Public Insruction  Program Contact
Total Records 1

Figure 85: OSPI Contacts

Select the Budget tab and navigate to down to see the Budget Information section. This section contains
the Allocation Amount, indirect rate fields, and calculated fields related to the application budget.

Scroll down to the Allocations and Indirect Costs section. Click the Edit ( ¢ ) icon to enter the Requested
Indirect Amount, and Save.

Note: The Application’s Budget tab is hidden for competitive announcements. Budgets are collected
later during the awarding process. Complete this step for formula or directed announcements only.

SESWINUSTGA | Education Grants Management System
QL scarch - == Ea
A‘. .

W Overview | $Budgel® | # Respansibilies % Forms and Filkes D Hisiory W Collab

~ Budget information

5470.000.00 s0.00
Budgated Direct Eudgsted indiract v it
30,00 50.00
« Allocations and Indirect Costs =
- Recaris ars sare by Kl Ascending araer
Focus ArsalProgram Allocation Amount Maximum Indirsct Allowad Raqueated Indiract Amourt Allowad Budgeted Dirsct Expanditurs Budgetad Dirsct Expanditure  Actions
Tile 1 Pari 4 s0.00 5100.000 00 saon
Te 1 PanD s0.00 5160.000.00 s000 &
e 2 pan A $210,000 00 50,00 210,000 00 sa00 &
Toal $470,000.00 s0.00 s0.00 5470.000.00 sa.00

~ Budget Detailz

H i

g

* Records sre sorted by Laxt Modified Date sscending o

Figure 86: Budget Tab
Navigate to the Budget information section which contains the Allocation Amount, indirect rate fields,

and calculated fields related to the application budget. Click on the Edit ( ¢ ) icon into the Allocations
and Indirect Cost to enter the Requested Indirect Amount, and then click Save.
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insTRUCTION  Education Grants Management System

Applicalions

Eous 1D Status Appiication Dus Dste
AP-OSPI-446 Created 063072021

Al ~

Created

Woveriew  $Budget® W Responsibilites R Forms and Files D History S Goliab

Budge o) Budgeted E
50.00 $0.00

 Allocations and Indirect Costs | =

Focus ArealFrogram Allocation Amount Maximum Indirect Allowed Requested Indirect Amount

$100,

5180,

£210,000.00

Total $470,000.00 s0.00 s0.00 $470,000.00 s0.00

Figure 87: Allocations and Indirect Costs

Notes:

e  When Indirect Costs are “Not Allowed” per the funding announcement, the user will be
stopped from entering a requested indirect amount.

e When Indirect Costs are “Unrestricted”, “Restricted”, or “State”, the Maximum Indirect
Amount will also be calculated. Users can request Indirect Costs up to the Maximum Indirect
Amount.

e If the Indirect Rate Type for the related funding announcement is Unrestricted, Restricted or
State, and if Maximum Indirect Rate is also provided in the announcement, then the
application uses the indirect rate that is lower between the Maximum Indirect Rate and
Indirect Rate (Unrestricted or Restricted or State) set for the fiscal year for the external
organization.

e If the Indirect Rate Type for an announcement is either Unrestricted or Restricted or State,
and if Maximum Indirect Rate is not provided in the announcement, then in the application
use the indirect rate (Unrestricted or Restricted or State) set for the fiscal year for the
external organization.

e [f the indirect rate (Unrestricted or Restricted or State) is not set for the fiscal year for the
external organization, then | cannot create the application and | see a validation message.

On the Budget Details section click the "+" icon to expand the template. To enter values for any budget
category, click on the Edit ( ¢ ) icon.
e For General Fund detailed budgets, a modal window opens to enter line-item budget details.
Use the "Edit" ( ¢" ) icon to add values. Click on "Add Rows" as needed.
e For Capital non-detailed budgets, users enter single lines per budget category.
e If budgeting is by Subcategory, you will see a button to view "Budget Summary by
Subcategory". After clicking, the user is navigated to a report (Application Budget Summary by
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Sub-Category). Click on "Run Report". It shows budget data summarized by subcategories for
the application.

e If budgeting is by School, you will see a button to view "Budget Summary by School". After
clicking, the user is navigated to a report (Application Budget Summary by School). Click on "Run
Report". It shows budget data summarized by subcategories for the application.

Detailed Budget Entry Screen x

Focus Area: Title 1 Part A
Budget Category: 22 Curriculum Supports

4 Detailed Budget Entry =
B i\us‘l]rp = Non Total
= Debit Credit Salaries- Salaries- & Rest;uroes Purchased Travel Capital Award Cash Cas|-1 Total Proiect Actions
Transfer Transfer Certificated Classified Payroll Services Qutlay Total Match Match !
Taxes & Non- Match Cost
Capitalized
llum Supports ~ $10,000.00 50.00 50.00 50.00 $0.00 50.00 50.00 $0.00 $0.00 $10,000.00 $5,000.00 $000 $500000 $1500000 T
$10,000.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $10,000.00 $5,000.00 $0.00 $5,000.00 $15,000.00

Figure 88: Detailed Budget Entry

As an application record owner and peer reviewer with Edit access, you can upload an Excel file with the
Budget. Click on the “ Download in Excel” to download the budget template. The records entered in the
Budget details are shown in the downloaded sheet. Also, the Excel sheet shows only the columns shown
in the Budget Detail section with the School Name and School Name.

Opportunies

E Woveric [Soma® | eremomties oot rics | Dby S colion
e
B Ve EEE e
so00 ssoomen 59.000.00

~ Alloeations and indirect Costs

5000 S0 00 rd
=

ing 1101

Figure 89: Download in Excel
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Download Poa e

Budget Download Confirmation

| & =priicationbudget2022-01-2000_00_00 (1).xlsx
Open file

Table exported successfully. You may close this window.

i applicationbudget2022-01-20 00_00_00.sx

Openfile

See more

Open the file

fe  RecordId

B (&

Focus Are:Category School School CoiDebit Trar Credit TraiSalaries-CtSalaries-Cl Benefits & Supplies Ir Purchased Travel Capital OuCash MatcNon-Cash Ma
a2cr0000001Q4vrAAC  [Title IV, Pz22 Curricu Intern Sch 9999 0 0 20000 0 0 0 0 9000 0 5000 3000
cr0000001Q4vmAAC |Title IV, Pz 21 Staff DeArlington (7777 0 0 10000 10000 10000 10000 10000 10000 10000 2000 0
r0000001Q4vhAAC [Title lll, Pa15 Human Intern Sch 9999 50000 0 0 0 49000 0 0 0 0 7000 3000
a2cr0000001Q4uqAAC  [Title Il, Par13 Buisine Intern Sch 9999 20000 0 0 0 0 5000 10000 20000 10000 3000 2000
2 2cr0000001Q4vcAAC  [Title 1, Pai14 Financi Private Scl 5046 0 0 10000 10000 0 0 9000 0 0 1000 0
a2cr0000001Q4m2AAC |[Title |, Par 11 Board cwashingto 8888 10000 0 0 0 0 0 25000 0 1000 1000 0
:Ma2cr0000001Q4nVAAS  [Title |, Par 12 Superir Arlington | 7777 0 0 4000 0 0 0 0 4000 0 4000 5000
EMa 2cr0000001Q4ud4AAC  [Title |, Par 11 Board cArlington |7777 30000 0 0 0 0 0 20000 0 5000 0 0
$822cr0000001Q4naAAC |[Title I, Pa114 Financi Arlington | 7777 0 0 0 0 0 0 5000 0 0 3000 1000

NOTE: For detailed budget ‘By Subcategory’ or ‘By School’, do not enter any value or make any
changes to the existing value in the ‘Reference ID’ column in the downloaded excel.

Notes:
e You cannot upload an Excel with more than one row with the same combination of Focus Area
and Budget Category more than once for General Budget with Detailed Budget as ‘N/A’ or for
Capital Budget.
e You cannot upload an Excel with more than one row of Focus Area/Budget Category/School
Code combination multiple times.
e You can only edit the budget with Excel Uploads but not delete.

Click on Upload Excel to upload the Application budget.

a Budget Details Download in Excel | Upload Excel =

Click the ‘Download in Excal button to download the Excel template that you should use to enter the application budget. After entering the application budget in Excel, save the Excel on your computer. Next, click the "Upload Exca! button to upload the budget in the application
budget section.

*Records are sorted by | ast Modified Date ascending order

Showing 1to 1 of 1 records

Budget Period # Start Date End Date
BPO1 03/01/2021 12/27/2023
Total Records:1

Figure“9(‘): Upload Excel
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Choose your File and click the Upload button. The Excel details will be populated in the section

Upload Application Budget x

[ choose File | No ile chosen
Upload File .

Type the justification for project budget cost under the Budget Narrative section.

Tic mstaucTion  Education Grants Management System # Grantz Ponal ~ () ~
Appicatons
Q_ searcn =
a8 » Budget Details =
=
an -
* Records sre sorled by Lust Modilied Date sscending order

Budget Period # start Date Ena Date
@ erot 0773012021 063012022

Ttad Recarde 1

Figure 91: Add Budget Narrative

Navigate to the Forms and Files tab, in the Application Files section select Add Files.
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puBLIC INsTRUCTION  Education Grants Management System

Applications
« Forms =
Form Name Is Form Validated? Mandatory? Last Modified By Last Modified Date Adtions.
(FP 876) SY 21-22 Pags 2 Budget - OSSI. Targeted 3+ Continuc No v Debra Oakley 042712021 1052 AM ®sB
(FP 876) SY 21-22 Page 1 Assurances - OSSI: Targeted 3+ Con No v Debra Oakley 0472712021 10:52 AM ®sB
 Supporting Documents Checklist =
2]
* Records are soried by Last Modified Date ascending order
Description Required Template Link Subecipiont Documant Link Actions
Pre-Appica
LEA Tribal Mandatory View NotApplicable o

Apphcations

20210ER Optional View Not Applicable: o

Total Records 2

 Notes [ Ada |

Title Description Created Date 1 Created By

No Records Found

* Records are sorted by Last Modified Date ascending order
Titke Classification File Extension Description Actions
OSPI - All Activity and Object Codes (1) xisx Form Package Instructions xisx test O®FW

Total Records |

Figure 92: Application Files

You can choose to Upload File from your computer or Upload from a Library. After you choose the File
to be uploaded add a Description and click Upload.

Add File t
Upload File from Computer Upload File from Library

Classification

Program Artifacts .
* Upload File
Accounting Policies and Procedures Manual pdf
Upload single file up to 2 GB
* Sharing Options
Visible to Anyone With Record Access .

Description

Figure 93: Uploading File
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On the Forms and Files tab complf;ia the SAS and Program Assurances form and Transferability/REAP
Options forms. Click on the Edit ( ) icon so you can complete the form.

Note: The data entered in "Intent to Participate and Transferability/REAP Options" form on the Pre-
Application record is copied over to the "Transferability and REAP Confirmation" form.

e oy Education Grants Management System W GanisPutal v ()~
Agplications
e
Test d Save
AP-DSPI-46 Createa 063012021
Al ~
Creats
» Required fo Save 4, Required to Submi
W Overview  $Budget W Responsibiies| @ Forms and Files | D History %@ Collab
Form Name Is Form Validated? Mandatory? Last Modiified By Last Modified Date | Actions
Appiications
s (FP 676) SY 2122 Page 2 Budget - OSSI: Targated 3+ Continuc No v 0412772021 10:52AM ® &3
Application Reviews. (FP 876) SY 21-22 Page 1 Assurances - 0SS! Targeled 3+ Con No v 0472772021 10:52 AM ® &

@ Recently Viewed
Tast ok 4 Supporting Documents Checklist
Tast ok

a
rder

* Records are sorted by Last Modified Date ascending o

Description Required Template Link Subrecipient Document Link Actions
LEA Tribal Mandatory View Mot Applicable [+3
2021 0ER Optional View Not Appiicable o
Total Records 2
~ Notes o =
Title Descrintion Created Date T Created By

Figure 94: Forms

Appiications
Ea
Status Asplication Dus Data
Created 06/30/2021
= Tasks 0—
Application Tasks
Pending Tasks « Required 1o Save Requred to Submat
Completed Tasks Wovervew  $Budget  WResponsibites % FormsandFiles  DHistory e Collab
- Forms =
Pre-appiications
Form Name Is Form Validated? Mandatory? Last Modified By Last Modified Date | Actions.
Applications
(FP 876) SV 21.22 Paga 2 Budget - 0SS Targstad 3+ Continue No v Debra Oakle 0412712021 10:52AM 1-
Application Reviews (FP &76) SY 21-22 Page 1 Assurances - OSSI: Targeted 3+ Con No v Debra Oakley 0402772021 10:52 AM » & 3
@ Recently Viewed -
Test dk

4 Supporting Documents Checklist

Figure 95: Edit the require forms

If all the required data is entered in the form, the form will be successfully validated. This does not
submit the form to the grantor, it only validates that the data was entered correctly. From the
Application Form Click on the Validate in the top right corner. The system will check that all required
data has been entered on the form. If any data is missing, you will see a red error message.
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Education Grants Management System

PUBLIC INSTRUCTION

Appications

Fom N
A v (FP 876) SY 21-22 Page 1 Assurances - OSSI: Targeted 3+ Continuous School Improvement Grant - State

(FP 876) SY 21-22 Page 1 Assurances - 0SS! Targeted 3+ Continuous School Improvement Grant - State v

04/27/2021 3:38 PM

Pending Tasks

Complatec

W Activities  Organization and Application Information

Apphcations

Pre-Apg!

gancation Name Aophican

~ESD 101

Test dk

UAT Spokane School Dist AP-OSPI-446

ons

La
Reviews -
 Eligible Sub Grantees, Selection Criteria, Fiscal Agent/Funding, and Assurances

Appiicaton Revier
Eligible Sub Grantees.
Schools Identifted for Targeted support for three or more student groups In 2018 are eligible for this grant. (See isting of eligible schools for this grant package on the Profile Page under Reference URLS and Materials prigr to initiating apphcation)

Identification for Targeted support for three or more student groups was determined by the school’s 2017 WSIF score released in 2018 with the criteria being that the school's WSIF score for All Students was above the threshold, but the school also had at least three
student groups fall under the threshold. For the identification in 2018, the threshold was equal to or fess than 2.3,

 Fiscal AgentFunding

Il serve as the fiscal agent for th

ident

ed for Targeted supports for three or more student groups and

dentified

rved through Grants

ool's school improvement plan,

The local education agency (LEA)
d:

prioritizing activities red to improve the achievement and outcome

of the three or more student groups identsf

¥ the restricted indirect amount but may not holdba e portion of this grant

Grant awards are based on the number of student groups in need of improvement:
« 3student groups = $25,000
+ 4 student groups = $30,000
+ 5 student groups = $35,000
+ 6+ student groups = $30,000

Figure 96: Validating forms

Is the form is validated? field will be changed from No to Yes when the form is successfully validated.

Is form validated? field will be changed from Yes to No if the user makes any changes on the validated
form.

rion  Education Grants Management System
Apphcations.
Test dk =
Ecus D s Appication Dus Date
AP.OSPI-446 Createn 06/30.2021
o O y
o O O
Appication Tasks Croaied
Pending Tasks
N — Woweriew  $Budget W Resporsivilies % Forms and Fikes D History @ Collab
M Activities 5
« Forms =
Applcations _
RS T e Form Name Is Form Validated? Mandatary? Last Medified By Last Medified Date 1 Actions
Appications
(FP £76) SY 21-22 Page 2 Budget - 0SS Targeted 3+ Continuc [ ves - Debra O 0402712021 3:34 PM ® &
(FE B76) SY 2122 Page 1 Assurances - OS5I Targeled 3 Con |Yes = ebrs Oakley bazr2021 3,41 PR » # 3

« Supperting Documents Checklist

Test ax

* Records ars sarted by Last Modified Date ascending order

Test ax

Description
LEA Tribal

2021 0ER

Figure 97:

Is Form Validate
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On the Collab tab, recipient user can share his feeds and send emails. To share the feeds, add the required
details in My Feed section and click on the Share button.

UBLIC INsTRucTion  Education Grants Management System * Grants Portal v &
Applications
AP-OSPI-358 Createa 041132021

 —

AL v
= Tasks - Woverview  $Budgst W Responsioliies ¥ Formsand Fles  DHistory | e Collab
Application Tasks. -
Penaing Tasks & My Feed

Comy d Tasks
™ Activities - ﬂ o
Applications =

Pre-Agplications Vihat are you working on? @mention someone...

Appicatians

Appication Reviews

SortBy. Rocent Acthity
@ Recently Viewed -

4D T | Part A Program
< & Roger F (Partner)
Mary Adams Compeliive R

AB2 Announcement 4 14

Test Ann_04589
Announcement to chk field

Figure 98: Share My Feed

To send the emails/message, navigate to Messages section. Click on the Send Email button to add the
required details. Click Send button to send the message.

7 PuBLIC MsTRUCTIon  Education Grants Management System ’ Grants Poral v (0
Applications
AP.OSPL446 Created 0813012021
A v
Crested
« Required o Save 4, Requied to Suomit

W Overview  $Budget W Responsibilties @ Forms andFiles D History @ Collab

+ My Feed

= B o
What ara you working en? @mention somasne

To this Application
Sort By Recent Ac

No feads available

B it |
2]

Subject From Address To Address Emall Subject Preview

No records found

Figure 99: Send Email
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After you have entered the required information and any additional information on hand, click on the
Submit Application button. The application will now be submitted to the agency for review.

ts Management System w Grants Portal v
Applications
Application
Test Announcementd
EGMS 1D Status Due Date
AP-OSPI-180 Created

= Tasks

Application Tasks
Pending Tasks W overview @ Forms and Files 2 History & Collab

Completed Tasks

= Activities - Information
Applications S — Address EIN
Pre-Applications Bellevue County PO BOX 90010 726000782
BELLEVUE WA 98005-3183
Applicaticns
DUM or

Application Reviews

= Annarkinity Auaruisw

Figure 100: Submit Application

Navigate to the History tab. Once the application is submitted, the snapshot will be attached here.

< nermuenon  Education Grants Management System

Applications
Test dk =
AP-OSPI-448 Submitted to Grantor 06/30/2021
Al -
. -
& )
Submitted
W overview  $Budgel W Responsibilties % Forms and Files R Collabr
 Fisld History Applcation v =
EGMS ID Changed Field New Value Old Valug Changed By Changed On
AR-OSPI46 Allocation Amaunt $470.000.00 5000 Debra Oaklay 0211052 AM
Applicatian AP-0SPI-446 Total Budget Requested $470.000.00 $260.000.00 Debra Oaklay 2772021 452 P
Test o AP-OSPI445 Totsl Budget Requesied $100,00000 5000 Debra Oakley 0472772021 451 PM
Test dk AP-OSPI446 Total Budgst Requesied $260,000 00 $100,000.00 Debra Oakley 0472712021 451 PM
UAT Spokane School Distr. AP-OSPI-446 Status Subrmitted to Grantor Created Debra Oakley 042712024 452 PM
e AP.OSPL446 Primary Applicant Name Debra Oakley Debra Oakley 0412772021 1052 AM
RA-D108
Total Racoras: 7
Test de
4 Snapshot History
File Nme Date Taken Taken By
lication_Submission,pdf 0402772021 453 PM Debra Oakley

Total Records : 1

Figure 101: Snapshot History
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|9.2.3 COMPLETE APPLICATION REVISIONS

If there was an issue discovered in the application the Grantor can initiate a Revision. Navigate to

your Pending Tasks. Locate the task to Revise Application. Click the Action icon ( > ) to navigate to
the Application.

Note: The applicant organization will only be able to revise sections of the application or forms related
to the application which the internal OSPI staff has included as editable in the revision.

pusLic nsTRucTion  Education Grants Managemesq System * Grans Portal v
Applications
- 4 Pending Tasks (Assigned To Me] =
— B - B
Al v EGMSID Type Status. Assigned By Due Date
AP-DSPLTS Application Revision Request Mot Started lication #AP-0SPI-745 for Funding Opportunity £AN-0SPI-1165 e
= Tasks
AP-OSPLTM Application Revision Request Mot Started Revise Application #AP-OSP-744 for Funding Opportunity AN-OSPI-1161 >
Applcation Tasks 5
AP 5 Appi Revi Request Progress vise: Application #AP- i portunity SAN-{ 078 0519202
— P-05P1653 Applcation Revision Request n Progress Revise Apglication #4P-0 Funding Opportunity AN-0SP1-10 151192021 2
AP-0SPIETS Applcation Revision Request n Progress ise Application #AP-OSPI-678 for Funding Opportuniy £4N-0SPI-841 PMintemal R 06032021 >
AP-OSPLEE Application Revision Request Mot Started Revise Application #4 for Funding Opportunity AN-0SP1-1083 PMintemal R 05312021 »>
AP-OSPLE18 Application Revision Request n Progress Revise Application #AP-0SPI-518 for Funding Opportunity £AN-OSPI-1042 PMintzmal Ress 05202021 >
AP-0SPLEZS Applcation Revision Request n Progress Revise Application #3P-0SP1-626 for Funding Opportunity £4N-0SPI-1051 PM Raunak 0572021 »
AP-0SPIE25 Applcation Revision Request n Progress Revise Application #3P-0SPI-625 for Funding Opportunity 24N-0SP) 05182021 >
AP-DSPLER Application Revision Request Revise Application #3P-05P1 021 >
AP-QSPI5%3 Appiication Revision Request Not Started Reise Application #AP-0SPI-59 for Funding Opportunity £AN-0SPI-1020 05312021 >
Show 10 | Enties Tl Records: 31 Paeiald WM
4 Pending Tasks (Assigned By Me) =

%t[jw’me;.rm for 1458... H
Figure 102: Application Revision

Edit any and all sections that are indicated in the Revisions tab. Once all revisions are completed,

click on Save. Click on Submit to Grantor.

Revision Initiated a7//2021

« Required fo Save & Requred to Submit

Woveniew  $Budget  WrResponsivities [ Revisions W FormsandFiles D History @ Collab

 Request Revisions Details

Ovganization Frofile

112021 Sent to Subrecipient
@ Recently Viewed -
e 502772021 11:41 AM Ovenview Application Ovenview, Overview: Applicant Contacts; Budge! Budget In-

Ap formation: Budget Allocations and inarect Costs; Budget: Bucget Detals; Budget
00 for Tt Fermul A Budget Nanaiive

App for Tast Farmula Ann

4 Available Forms for Revision

Last Wadfied Date ascending order

Agp for Test ana for 1485 Form Name Nowids Rovision
0 o Tt DR A Tite | Part C Program Expenditures x
Q1 Ll Tide | Pan & Prageam Pizn x
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Figure 103: Save Revision

£%7 pueLic insTRucTion  Education Grants Management System

App for Test Directed Ann1 for 149503
ﬂ EGMSID

AP-DSPI-748 Revision Infiated ori0172021

Woverview  $Budget W Responsivilies B Revisions  WVFormsand Files  DHistory @ Collab

= Request Revisions Details

Due Date Revision Request Status Apglcant Name
053172021 Sent 1o Subrecipient Roger F
Revision Requesied Date Aopication Sections for Revision
05/27/2021 11:41 AW + Budgel Bugget Detalls
- Budget Budget Namative
‘App Test Formula Ann App - Budget Allocations and Indirect Costs
App tor Test Formula Ann + Overview: Application Overview

+ Overview Applicant Contacts

App for Test Formula Ann + BuOget Buoget Information

Ap for Test Annd for 1458

Apo for Rstest Annd for 14,
 Available Forms for Revision

* Records sre sorted by Last Modified Date ascending order

Tost ANAD282983

App for Test Ann1 for 1485

App for Test Diracted Ann

Figure 104: Submit Revision to Grantor

10 GRANTS

Grant is a financial assistance mechanism providing money, property, or both to an eligible entity to carry
out an approved project or activity. The subaward includes grants and other agreements in the form of
money or property in lieu of money, to an eligible recipient. In EGMS, Grant acts as a wrapper of one/many
subawards.

10.1 VIEWING GRANTS AND AWARDS

Login to the EGMS Grants portal. Click on the Grants module and click the Grants link under Grants,
Subawards & Amendments in the left-hand navigation menu to view Active, Pending, Closed, Rejected
and All.

7/ ruscic meTauCTion  Education Grants Management Systeq ” Grants Poral v ({5

R PR * =

£
E

% of Doll

Total Spent (§)
£

% of Time Remaining Lase 4 Quarrers

Grant with Application Direct Grant. Funds Available 8- Total Spent

- Grants - All ¥

W Grants -All m

Grants - Pending

Showing 1 to 10 af
Amendment Reouests o

Grants - Active

@ Recenily Viewed EGMS ID o a Grantor Grganization Project Period #of Subawards Subaward Amount  Active Subaward Status. Actions
Recenty View rants - Rejected
Gr-oo102 Grants - Closed BI2021 - 1312022 3 SM75000 AD-233 Active @
6100126 Test 161303 9152021 - 226812022 1 $197.00000 AD-231 Active @
GT-00124 App forTest 160119 Two 10172021 - 33012022 2 $1.000.00000 AD-230 Active @
GT-FOM-1-00001 DO NOT USE_Dema A 111172021 - 103172022 1 $370000 ADFOM-1-01 Active -
aT-0112 Test_Sprint 18 AR Tabs... W 8262021 - 22802022 2 $2.167.000.00 AD-227 Active -
&T..00037 Tost 155604.2 THIZ021 - 5282023 1 $50,00000 AD-179 Active @
&T-00123 Test AR part § and Em /112021 - 83172022 2 $505.000.00 AD-226 Active @
600121 App for Test 160119 10172021 - 122672021 2 $1,000,00000 AD-223 ctive @
GT-00116 157296_AR Approved 90102021 - 33112022 3 $295.00000 AD-221 Active w
GT-00122 App for Test 157048 10112021 - 12202021 1 $1,000,00000 AD-222 Active @
snow | qo o~ Enies Total Recoras: 38 Page tora W
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Figure 105: View Grants

10.2 AMENDMENT REQUESTS

Amendment requests are changes made to an active award which may be of a monetary or non-monetary
type.

10.2.1 TYPES OF AMENDMENT REQUEST

The Amendments Module enables internal OSPI users and LEA users to create and process a range of
grant amendment types. These can be amendments initiated by the Grantor (OSPI) or initiated by the
LEAs. For either type, details of the change are specified, and the record is internally approved. Once

approved, a new award can be generated in the system reflecting the changes.

The types of amendment requests that a Recipient will encounter are:

¢ Funding Change allows the Grantor to request an addition/reduction of funds for a budget line
item.

e Budget Period Change allows the Grantor to request an extension or reduction to the budget
period end date.

e Scope of Work Change allows the District/Grantor to make changes to the scope of the project.

e Periodic Renewal will enable the Grantor to create the award for the subsequent Budget Period
within an Award.

e Budget Redirections allows the District to redirect funds from one Budget Category to another
Budget Category

e Carry Overs allows the Recipient to carry forward funds from the current Budget Period to the
next for grants that have multiple Budget Periods.

A. Possible Amendment Types Of combinations are listed below:

Funding Change Carry Overs Scope Change Budget Rev. BP Change Periodic
Renewal

Funding Change Allowed Allowed Allowed Not Allowed Allowed Not Allowed
Carry Overs Allowed Allowed Allowed Not Allowed Not Allowed Allowed
Scope Change Allowed Allowed Allowed Allowed Allowed Not Allowed
Budget Revisions Not Allowed Not Allowed Allowed Allowed Not Allowed Not Allowed
BP Change Allowed Not Allowed Allowed Not Allowed Allowed Not Allowed
Periodic Renewal Not Allowed Allowed Not Allowed Not Allowed Not Allowed Allowed
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B. Amendment Requests that can initiated by OSPI and/or LEA are listed below:

Amendment Type Can OSPI Initiate? Can District/LEA Initiate?

Funding Change

Carry Overs Yes No
Scope of Work Change Yes (Rare) Yes
Budget Revisions or Redirections (with No Yes

or without transferability/REAP)
Performance Period Change Yes No

Periodic Renewal Yes No

10.3 INITIATING AN AMENDMENT REQUEST

Login to the EGMS Grants portal. Click on the Grants module and click the Grants link under Grants,
Subawards & Amendments in the left-hand navigation menu. On the Grants page, select the Active
Grants option to view the Grants-Active table. Locate the Award and click on the View (*=*) icon under
Actions.

7/ pusLIC INsTRUCTION  Education Grants Management Systen| 1 w Grants Portal v "f" v

: -
“ Grants - Active ¥ =

2] 2]

Al ~ * Recards are sorted by Last Modified Date descending order

Showing 1o 10 of 38 recards. Page 1014 Wi

EGMS ID Grant Title Grantor Organization Project Period #of Subawards Subaward Amount  Active Subaward Status.

GT-FOM-1-00001 DO NOT USE_Demo Amendments_Compsti s of 14172021 - 1013172023 52440000 AD-FOM-1-03 Active
GT-00102 S Test 157114 BI172021 - 1312022 §11,750 00 Active |
GT-00126 Test_161303 G502 - 21262022 $197,00000  AD-231

00124 App forTest 160119 Two 101172021 - 31302022 $1.000,00000 AD-230

Test_Spent 16 AR Tabs lssues 2602021 - 21262022 $216700000 AD

Test 1556042 72021 - 5282023 $50,000.00 At
GT-00123 Test AR part § and Email notiications 91172021 - 312022 §505,000.00 Active
GT-00121 App for Test 160119 of 10//2021 - 120262021 §1.000,000.00 Active
GT-00116 157296_AR Approved of 8110/2021- 313172022 529500000 AD-22 Active
GT-00122 App for Test 157048 of 10172021 - 12202021 5100000000 AD-222 Active ®
Show 10w Eniries Total Records 38 Page 1ol 4 Wi

Figure 106: Accessing Active Grants

On the Grant page, navigate to the Subawards tab to view active subaward then click on the View (*+)
icon.
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77 puBLic iNsTRUCTION  Education Grants Management System

Grants

S_Test 157114

GT-00102 Active

v Grants Portal »

Proect Peniog
81112021 - 1/31/2022

) K o

Pending Tasks

B Overview $Budgst SActuals  BERequests  [ElManagement [ Files
Compted Tasks
~ Subawards
EGMS 1D Titlo Budget Period Budget Pariod Dates
AD--187 5_Test 157114 BPO1 8112021 - 13172022
AD-189 S Test 157114 P01
AD--233 S_Test 157114 8Pt

Figure 107: Accessing Active Subaward

Distory

@ Collab

Budget  Status
$9.400.00  Amended
S11.75000  Amended

$11750.00  Actvated

* Rocord

tod by Created Date asconding ordor

Version Number  Actions

1 ®
2 @
3

On the Subaward page, navigate to the Management tab to create the Amendment Request. Navigate

to the Amendment section and click on New.

§%/ pusLic msTRucTion  Education Grants Management System

w Grants Portal v

Grants
EoMs D atus an Budget Period
AD-233 Activated G 81112021 - 1312022
P o o o
L O < 4
Created pproved atien Activated
Woveniew  $Budget  $Actuals WTerms  Ereformance  WFies  DHistory
 Site Visits
=
EGMS 1D Title Site Visit Pericd MonitoringType Status
No
+ Desk Raviews
=
EGMS 1D Titls Desk Revisw Period Monitoring Typs Status.
No records found %
Q] v
Showing 1 10 2 o1 2 records
EGMS ID Award ID Created Award EGMS ID Initiated By Amendment Types Status. Actions
CRAD--183-00 D185 AD-233 Subrecipiant Budgat Redirsction Approved =
CR-AD--187-00 AD--167 AD--189 State Carry Forward Approved @

Figure 108: Creating an Amendment Request

Total Records: 2

From this screen, select the type of change request. Add the details for overall justification and the impact
it would have on the existing subaward. Once complete, click the Save and Continue button.
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General Information

*Please select request type

Available Chosen
Budget Redirection o

Scope of Work Change
L

*Overall Justification

*Overall Impact

Figure 109: Select Amendment Request type

Save and Continue |

+ Reqguired io Save Reguired to Submit

Save and Continue

10.3.1.1 SCOPE OF WORK CHANGE REQUEST

District Users can make changes to the forms that were originally submitted as part of their initial
Application. Scope of work can be initiated by Internal OSPI Users, as well LEAs. These changes can be
made from the amendment record in the Change in Scope sections under the Overview Tab. Enter the
additional information in this section and click on Save once complete. All required fields have either a

red asterisk or an orange alert icon.

£ pusiic InsTRucTion  Education Grants Management System

Grants
Amendment Reque
S_Test 157114

CR-AD-233.00 Created

Eroms®  XFies  Dristory R Collab

- Overview

= Change in Scope - Subaward Description l

5 Teat 157118
s Dat
Test- plsass anter he detall hiere

o Types
Scope of Work Change:

Test

Figure 110: Overview tab
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Navigate to Forms tab and complete the Applicant Response field. Click on Forms and choose the form(s)
that you are requesting to be Edit, check Request Amendment and click on Save.

7 PUBLIC INSTRUCTION Education Grants Management System

Granis

1 » Required to Save Required to Submit
[Sp— s Doty Wecotan

= Instruction For Scope Revisions

r each of the grant appication form you nesd 1o ravise and then submit this amendment request to OSPI. OSP! will then uniack thaza forms (by chacking ‘Approved for Ame

approved for amen

below. The applcation owner can

aye) lcon in th ‘A

0 jstered EGMS u
i ot acoess o the appcalion. Nate Ploase contact EGMS support 12 chan

should go 10 the Responsibiliies” 1ab of the grant spplica

To d grant application link below)
ner of the Agplication

Roger F

2
= Scope of Work Amendment Details P
3

Form Name Is Form Validatod? Mandatory? Last Madified By Last 1 a Approved for Amendmant Actions

Transferability and REAF Confirmation Mo v Roges F 080372021 453 PM x

== En

Figure 111: Creating a Scope of Work Amendment Request

Navigate to Files tab, to add attachment or notes, click on Add button in front of the section respectlvely

7/ pusLic InsTRucTion  Education Grants Management System

Grants
S_Test 157114 =
@A
CR-AD-233-00 Created ‘Subreciplent
A v
.
0

1

= Required to Save L Reguirad to Submit

W Overview irorms'- History @ Collab
~ Amendment Files

* Records are sorled by Last Modifled Date ascending order

Titke Classification File Extension Description Actions

OSPI - All Activity and Object Codas (1) xlsx Program Artfacts Hsx oen

a Notes M =
Title Description Created Date | Created By

Na Racords Found Q

Figure 112: Add Attachments and Notes
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Once Complete, click the Save button and then click on Submit to the Grantor button to submit the
amendment request to grantor.

crion  Education Grants Management System v Granis Poral + (C

Grants  Monioring

Sta tiaked B
- CR-AD-233-00 Created Subrecipient

o~

Woverview BWFoms  RFles  DHistoy R Collab

- Amendment Files =

Records are sarted by Last Modified Date ascending order

Title Classification Filo Extension Deoscription Actions

OSPI - All Actvity and Object Cades (1)xisc Program Artfacts xlsx ® @

= Notes. M =
Title Description Created Date | Created By

Na Records Found

Figure 113: Submit to Grantor

Once you click on Submit to Grantor button the status will change to Submitted to Grantor.

7/ ruseic msTRucTion  Education Grants Management System # Grants Portal v "". v

Grants

Amendment Reques
5_Test 157114

o o

Wovernview [WFoms  ®Files  DHistory ®eCollab

« Amendment Files =

* Records are sorted by Last Modified Date ascending order

e Tite Classification File Extension Description Actions

OSP1 - All Activity and Object Codes (1) xisx Program Afacts s ® [

Title Deseription Created Date | Created By

Mo Recards Found

Figure 114: Submit Amendment Request to Grantor

GovGrants EGMS User Guide 69




1 : GovGrants

powered by REI Systems

SYSTEMS

10.3.1.2 BUDGET PERIOD CHANGE REQUEST

Budget period change request can be initiated only by Internal OSPI Users. District users cannot Edit the
Budget Period Change, they can only Acknowledge and accept the new Budget Period Start Date and End

Date.

Click on the Acknowledge button and the status will change to Acknowledged.

Education Grants Management System

W/ PUBLIC INSTRUCTION

“
Amendment Reques! e =
DO NOT USE_Demo Amendments_Award for Roger_1 — =
7™ CR-AD-FDM-1-02-00 Sent to Subrecipient State
B Tasks - [/ & ) )
Created Sent to Subrecipient [\>
My Tasks -
I
Pending Tasks Woveview QFiles DHistory & Collab
Compieted Tasks —

e Activities - a Overview
Organization B Subaward Id Amendment Types

Organization Profile AD-FDM-1-02 + Budget Period Change

@ Recently Viewed + ) R
@ Technical Support - test tak

Contact Us

 Budget Period Change

Figure 115: Acknowledging the Budget Period Change Request
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10.3.1.3 BUDGET REDIRECTION CHANGE REQUEST

Under the Overview tab, enter the required details in Overall Justification, Overall Impact, and
Justification for Budget Redirection fields in the Overview section.

7 puBLic iMsTRUCTION  Education Grants Management System

Grants

§_Test 187114

CR-AD-233-01 Createa Subrecipient

=t Transferabiity Options b Files D History W Callab

mondment Type
Buaget Redirection

Tast
2 Budget Information

511.880.00 511.880.00 2.00% 5235.00
§100.00 $11.750.00 $100.00 §11.650.00

 Allecations and Indirect Costs

Figure 116: Creating a Change Request - Overview

Users can make changes to the Budget Categories grid under the Budget Change section. To make any
budget change, click on the action icon beside the line item in which the awarded budget value requires
edits. Enter the revised budget value in the fields and click on Save once done.

{0/ pusLic nsTRUCTIon  Education Grants Management System v Grans Porat (5
L Grants,
e o -
ﬂ * Records are sorted by Focus Area Tide ases Category
Al v Bonefits  SuPPles
Category Nome Debit Credit Salaries. S-I-ri_e.;. & Frrere Pulc!’vlszd Teawal Capital Award spent Remaining Revised Difference Actions
Transfer  Transfer  Certificated  Classified  Payroll s Sarvices Outay  Total Budget Budget
axes Capitalized
Title |, Part A
11 Board of Directors. §600 00 50.00 $240 00 $200.00 5400 00 $100 00 $100 00 $40.00 50,00 $0.00 $1,680.00 $1,680.00 5000 * &
12 Superintendents Office $790.00 $0.00 000 S000 543000 530,00 S000 5000 S000  $125000 5000 $1.25000  $1.250.00 000 @ & ]
Area : Title |, Part $1,390.00 $0.00 $240.00 $200.00 $830.00 $130.00 $100.00 $40.00 $0.00 $2.930.00 $0.00 $2,930.00 $2,930.00 $0.00
Title |1, Part A
13 Buisiness Office 5000 $0.00 $2,000 00 $250.00 $0.00 $20.00 §0.00 $0.00 50.00 $2.27000 $000 $2,270.00 $2270.00 $0.00 » &
14 Financial Services 50.00 50.00 $430.00 50.00 50.00 $0.00 $0.00 $130.00 50.00 $560.00 $0.00 $560.00 50.00 L
Area : Title Il, Par $0.00 $0.00 §2,430.00 $250.00 $0.00 $20.00 $000  $130.00 $0.00  $2,830.00 $0.00 $2830.00  $2,530.00 $0.00
Title Ill, Part A
15 Human Resources £1,000 00 50.00 $1,00000 50.00 $2000 $470.00 5000 50.00 5000 S24%000 $0.00 $2,490.00 $0.00 -
16 Regional Commiiee 50.00 $0.00 000 $0.00 5000 $480.00 $0.00 $0.00 S000  $48000 $0.00 $480.00 $480.00 S000 @ 4
Area : Title lll, Pax $1,000.00 $0.00 $1,000.00 $0.00 $20.00 $950.00 $0.00 $0.00 $0.00 $2.970.00 $0.00 $2,970.00 $2,970.00 $0.00
Title IV, Part A
20 Supenvision of Instruction 50 .00 $1.000.00 $000 $830.00 §0.00 $20.00 §0.00 $0.00 $0.00 §1.850 00 $000 $1,850.00 § $0.00 - &
21 Staff Development §170.00 50.00 $450.00 50.00 $100.00 $450.00 §0.00 50.00 5000 $1.970.00 $0.00 $1.170.00 $ 50.00 » &
Area : Tithe IV, Pay $170.00 $1,000.00 $450.00 $830.00 $100.00 $470.00 $0.00 $0.00 50.00 $3,020.00 $0.00 $3,020.00 $3,020.00 $0.00
Grand Total §2,560.00 $1,000.00 $4,120.00 $1,280.00 $950.00 $1.57T0.00 $100.00  $170.00 5000 $11.750.00 $0.00 $11,750.00  §$11,750.00 $0.00

Total Recards:8

Figure 117: Creating a Change Request - Budget Change

Navigate to Transferability Options and complete the Purpose and Transferability Details section.
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Education Grants Management System

A v
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e the dale of such bansfer, a copy of the LEAs modiied plans or applications for all programs aflected by the transfer 1o the SEA (5103(4)2)(8))

340,000 or more from a Title VI, PartA, Subpart 1 grant ES!

Figure 118: Transferability Options

grams 1o better add
tion Act (ESEA) Section 5103

55 the neads of their

Navigate to Files tab, to add attachment or notes, click on Add button in front of the section respectively

and click Save.

a .

Grams

Created

CR-AD-233-01 Subrecipient
Al Iy v
o
i
1
W Overview 3= Transferabily Options DHistory R Collab
~ Amendment Files
* Records are sarted by Last Modified Date ascending order
Subawards
Title: Classification File Extension Description Actions.
Amentment Requests
Test Attachment File bt Form Package Instructions it ki @
a Notes 3 =
Tite Description Created Date | Created By

o Records Found

Figure 119: Add Attachments and Notes

Once complete, click the Save button and then

change to Submitted to Grantor.
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Figure 120: Submit Amendment Request to Grantor

10.3.1.4 CARRY FORWARD REQUEST

Carry Forward change request can be initiated only by Internal OSPI Users and sent to Subrecipient
state. The Carry Forward change allows users to pull money from the previous subaward to the new
subaward. The remaining amount from the previous subaward will be carried forward to the new
subaward for the same parent grant

From the Pending Tasks, click on the play icon ( ® ) for the pending task that was created when the
related amendment is sent to subrecipient users. The user will be navigated to the amendment request
record.

7 pusLic nsTuction  Education Grants Management System v Grants Portel v
L
Q Search Bl - Pending Tasks (Assigned To Me) =
Q) Q]
Showing 1 10 10 of 98 records Page 1010 MW
A v
EGMS 1D Created By Due Date 4 Actions
= - PMinte R0ss 071472021 >
My Tasks - 0772012021 >
Pending Tasks 0712172021 >
CR-AD-18106 o220 >
. Activities - lrn RT 071252021 »
Organization -
CRAD-198-01 071262021 >
CRAD-171-04 0712612021 >
@ Recently Viewed =
08/0372021 >
Agp for Te: a
0810372021 >
CR-AD-167-04 08052021 >
snow [ T0. | o Total R Page 1 »o
a Pending Tasks (Assigned By Me)
App for Test 168841 Amn 3 —

Figure 121: Pending task Play icon
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77 pusLic nsTRuction  Education Grants Management System

= endment Request - -
Cancal [ Save
I DO NOTUSE_Demo Amendments_Formula
EGMS ID Status j3ted B
CR-AD-234-02 Sent to Subrecipient State

o o
L4 A

* Required aSave 4 Required fo Submit
(@ Transfer Carryover =2 Program Carryover ® R Files  DHistory  ® Collab

2 Overview

test

a Budget Information

Afiacation Amount Available for Carryover Revisad Allocation ndrect Rate
$56,000.00 50,00 5.00%

Maimum Indrect Allowed Budgeted Direct Expenditure

$2,764.00 $1,207.00 $56,793.00

App tpe Test
Budgeled Indirect Expendiun Total Burigeted Expenditure

ol $1,207.00 $58,000.00

App fp

Figure 122: Overview tab

For an award without Allocations by Focus Area on the Announcement, you can or add/reduce dollar
amount from the Requested Indirect Amount field on the Budget Information section.

4 Budget Information

Allocation Amount Available for Carryover Revised Allocation Indirect Rate
$58,000.00 $0.00 $58,000.00 5.00%

Maximum Indirect Allowed Requested Indirect Amount Budgeted Direct Expenditures Budgeted Indirect Expenditures
$2,764.00 $1.207.00 $56,793.00 $1,084.00

Total Budgeted Expenditures
$57,877.00

Figure 123: Requested Indirect Amount

For an award with Allocations by Focus Area on the Announcement, you can add/reduce dollar amount
from the Requested Indirect Amount field on the Allocations and Indirect Cost section.

PUBLIC msTRUCTIoy  Education Grants Management System

Granis

-  Allocations and Indirect Costs =
M -
: [

- * Records are sorted by Last Modified Date ascending order

Pending Tasks Focus Allocation Available for Revised i Indirs i Requested Indirect llowed Budgeted Direct Budgeted Direct Acti
S ArealProgram Amount Carryover Allocation Allowed Approved Amount Expenditure Expenditure ons
Completed Tasks
Titke |, Part C §15,000 00 5000 $15.000.00 §715.00 $315.00 $14.685.00 51468500 4
Titke | Part A $12,000.00 $0.00 $12.000.00 72.00 $300 00 51 000 &
Tithe IV, Part A $23,000.00 $0.00 $23,000.00 $1,096.00 $315.00 $22685.00 $2268500 4
Tithe II, Part A $8,000.00 $0.00 $8,000.00 $381.00 21700 §7.723.00 77300 4
Total $58,000.00 $0.00 $58,000.00 $2,764.00 $1,207.00 $56,793.00 $§56,793.00
Total Records 4

Figure 124: Allocation and Indirect Costs
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Scroll down to the Budget Change section to make changes to the existing Budget and match the Budget
with the updated allocations. If there is Transfer Carryover and Program Carryover tabs available,
please complete the transfers before making changes to the Budget in the Overview tab.

= Budget Change =

* Records are sorted by Focus Area ascending order, Title ascending order, Categary Name ascending order

Snowing 110 10 of 52 recorss Page 1016 WM
Supplies
Cotpmne - O Gk e S i et DO g O MO g D Rl g e
- c:;i-unm
Focus Area : Title |, Part A
AC-2927 11 Board of Directors $100.00 $0.00 $0.00 $0.00 $0.00 $1.777.00 $2.877.00 $0.00 $0.00 » 4
AC-2928 12 Superinter nt's Office $0.00 $0.00 $0.00 S0.00 $0.00 $5.000 00 $0 00 $0.00 » &
AC-2929 13 Buisiness Office $0.00 $0.00 $0.00 §0.00 $0 00 §0 00 $0.00 §0.00 I
AC-2930 14 Financial 3,00 5000 5000 §0.00 $0.00 $3,000.00 50.00 §0.00 C
AC-2531 15 Human R 5 S 50.00 $0.00 5000 §0.00 $0.00 $62300 50.00 §0.00
AC-2932 16 Regional Comminee $0.00 5000 50,00 5000 5000 §0.00 $0.00 $0.00 §0.00 5000 8000 C
AC-Z920 17 Public Information $0.00 s 50.00 H 50.00 §0.00 $0.00 §0.00 50.00 §0.0¢ » &
AC-2921 $0.00 $0.00 $0.00 $0.0 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 5000 @ g
AC-2922 $0.00 $0.00 50.00 $0.00 $0 00 $0.00 $0.00 §0 00 $0.00 $0.0¢ » &
AC-2923 §0 00 $0.00 $0.00 $0.00 $0.00 §0.00 §0 00 $0 00 §0 00 $0.00 $0.00 §0.00 ® 4
Total . Focus Area : Title |, Part $6,823.00 $3,100.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $1,777.00  $11,700.00 $0.00 $11,700.00 $11,700.00 §0.00
Grand Total $26,693.00 $5,100.00 §5.723.00 $1,000.00 $4,500.00 $1.000.00 $1.00000 $1.000.00 $10,777.00  §56,793.00 $0.00 $56,793.00  §$56,793.00 $0.00
show 10w | Enties Total Records:52 Page 1016 WM

Figure 125: Budget change

For an award with Allocations by Focus Area on the Announcement, navigate to the Transfer Carryover
tab and complete all the required details.

W Overview | [ Transfer Carryover | = Program Carryover ® QX Files  DHistory % Collab

Federal Transferability Under Every Student Succeeds Act (ESSA) - transferred funds take on the character of the program they are transferred into. This includes statutory set-asides and carryover. Any remaining balance of
the total amount after transfers is used to calculate the carryover balances and limitations.

Carryover balances remain with the program transferred into unless the LEA elects to transfer them. They do not “automatically follow” current year transfer elections. LEAs who want to transfer available carryover funds must
notify OSPI on this form

~ Carryover Balance and Elect to Transfer

v Section A — Carryover Balances

4 Section B - Transfer Carryover Funds Add

Select the carryover funds you wish to transfer. Refer to Section A for available carryover balances

Transfer From T Transfer To Transfer Amount

No Records Found

Figure 126: Transfer Carryover

In the Transfer Carryover tab, scroll down to the Section B — Transfer Carryover Funds section and click
on Add button. Enter a Transfer From, Transfer To focus areas and Transfer Amount.
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w Grants Portal v e‘) v

Q

- « TRANSFERS OUT h o applies to Tile I, A and Tite IV, A]

= « TRANSFERS IN hay added to tha tolal o

-~ For further sxamplas and explanation, please ses Transfarab

(0] * Records are sarted by Last Modified Date ascending order
Program (&) Adjusted by prior year transfers - (B) Amount of carryover available
Tile IV, Part A Yas s0.00
Title Il Part A Yos 50,00

l a Section B - Transfer Carryover Funds @ =

‘Selact the camyover funds you wish fo transfer. Refer to Section A for avalable camyover balances
Transfer Amount | Actions

x |x 15,000 x

From

Title IV, PartA x |2

No Records Found

a Use of Transferred Carryover Funds

a Certifications.

The LEA certfies i understand:

ack translerred funds, induding carryaver f

Figure 127: Section B Transfer Carryover Funds

Complete the Use of Transferred Carryover Funds details and Certification section and Click on Save.

Grants [

+ TRANSFERS OUT

v A)
« TRANSFERS IN hay
For further sxamples and explanstion, pleass see T
* Records &re sorted by Last Modifled Date ascending order

Program {A) Adjusted by prior year wransfers (B) Amount of carryover available

Tie IV, Part A Yes $0.00
Tite Il Part & Yes 3000
 Section B - Transfer Carryover Funds & =
Selectthe camyover funds you wish 10 transher. Refer 10 Saction A for available camyover balances

Transter From 1 Transfar To Transfer Amount

Mo Records Found

|« Use of Transferred Carryover Funds

test

mants of the racening program. This inc

[cerco | soe |

Figure 128: Use of Transferred Carryovers Funds and Certifications
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For an award with Allocations by Focus Area on the Announcement, navigate to the Program Carryover
tab and complete all the required details.

Education Grants Management System v Grants Portal v e'v
-

Grants

ks

Cancol [l Save
DO NOT USE_Deme Amendments_Formula EOEa
CR-AD-234-02 Sent o Subrecipient State
& O
+ Requined to Save Reaquired 1o Submit

W overview @ Transfer Gamyover| = Program Garyover ® | % Files  DHistory 8 Collab

of the Elementary and Secondary Education Act (as amended by ESSA) permits a maximum 15 percent carryover of the Titke |, Part A final allocation from ane year to the next. For LEAS with an allacation of less than $50,000, thers is no

erporate
change is shawn in in the table below. Alloc:

tothe LEA's allocation as ealculated by the U S. Department of Education (ED) each year. The revision includes adjustments for updated student counts, as well as any change 1o the Title |, Part A state grant. If applicable, this
fermed into Titie I, Part A

a Title |, Part A Program Carryover Details
$10.000.00

$12,000.00

$1,000.00
Eligible

Note:

Figure 129: Program Carryover

Note:
e For Awards that have Allocations by Focus Area on the Announcement , Revised Allocation is equal to
the sum of ‘Allocation Amount’, ‘Available for Carryover’ and Net Carryover Transfer Amounts from the
‘Transfer Carryover’ tab.

e For Awards that have Allocations by Focus Area on the Announcement , Revised Allocation for Title |,
Part A is equal to the sum of ‘Allocation Amount’, Question 9 is the ‘Program Carryover’ tab and Net
Carryover Transfer Amounts from the ‘Transfer Carryover’ tab .

e For Awards that do not have Allocations by Focus Area on the Announcement, ‘Revised Allocation’ is
equal to the sum of ‘Allocation Amount’ and ‘Available for Carryover’ fields.
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In the Title I, Part A Program Carryover Details section, select an option for question 7.

Education Grants Management System

Grants
Q « Title I, Part A Program Carryover Details
= .
-~ $10.00000
0 $12.000.00
$1,000.00
Eligible

\ds. Enter amount of carryover requestsd i question 8.

amyover funds. Enter amount of camyover reguested In queston 8

Figure 130: Title I, Part A Program Carryover Details

Depending on the radio button selected, the system will populate question 9 in Carryover Amount for
Title I, Part A Budget Revision section and add that carryover amount to the Revised Allocation for Title
I, Part A in the Overview tab.

For option a — the system will not add any carryover amount
For option b — the system will add the amount specified in question 8

Option c- the system will add the amount specified in the overview tab, Available for carryover for Title
I, Part A

Option d- the system will add the amount specified in question 8

Option e — the system will add amount from the Carryover Amount (Including excess if applicable) field
(question 5 in the same section)

I a Title I, Part A Program Carryover Details I

1. Current Year Original Allocation

$10,000.00

2. Current Year Revised Allocation (Including increase or reduction if applicable)

$12,000.00

3. Previous Year Total Unspent Title |, Part A Funds

4. Carryover Amount {Not including excess)

5. Carryover Amount (Including excess if applicable)

$§1,000.00

6. Carryover Waiver Eligibilty Status

Eligible

Note:
« When realiocating carryover to buildin
- 3
« Iffunds set aside for equitable services carry over, those funds must

king and allocation rules still apply.

ds must continue to only be used for PFE purpases.
/e to be used for equitable services. For additional information see the Title I, Part A guidance on the Private School Participation in Federal Programs website

7. Select one of the following options

The LEA requests to claim NO carryover funds

The LEA requests to claim LESS THAN 15% of carryover funds. Enter amount of carryover requested in question 8.

The LEA requests to ciaim QNLY 15% of camyover funds.

The LEA requests to claim 15% AND A PORTION OF EXCESS carryover funds. Enter amount of camyover requested in question 8.
() &. The LEA raquests to claim 15% AND ALL EXCESS carryover funds.

8. If you selected, option 7b or 7d, please enter the amount requested

 Carryover Amount for Title I, Part A Budget Revision

9. Total Amount Claiming of Carryover from Previous Year
10. Additional Carryover Funds Transferred from Title Il or Title IV

11. Total Amount added to Budget

$0.00

Figure 131: Carryover Amount
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Complete the required fields under the Carryover Explanations for Other Programs and Authorized
Signature and click on Save.

Education Grants Management System v [— e}
2

o
$0.00

ox¥me

| « Carryover Explanations for Other Programs

T Piaace expiain uhy the (EA 8 ot = tor Tae 1 Pan
|
antian forha or Title 1, Pat
i EAcd
. . LEA T
P EAGd Pt
P e or Titl 1,

Figure 132: Authorized Signature

Grants

DO NOT USE_Demo Amendments_Formula b
EGMS 1D

CR-AD-234-02 Sent 1o Subrecipient state

[clh /)

)

« Romuired toSav 4, Requsred to Submit
W Overview  ® Transfer Canyover =2 Program Camryover ® % Files D History @ Collab

For LEAS with an allocatian of $50,000 or more, section 1127 of the Elementary and Secondary Education Act {as amended by ESSA) permits @ maximum 15 percent carryover af the Titis |, Part A final allocation from one year to the next For LEAS with an allocation of lass than 550,000, there is no

restriction to the maximum amount of available carryover funds

For carmyover guidance, review the Alacating Program Funds section on the Fiscal Requ & page of our website

An additional calculation s Incorparated into the camyaver procass. Are
s

s on as calculated by the U.S. Department of Education (ED) each year. The revision includes adjustments for updated student counts, as wel as any change to the Title |, Pant Astate grant. If applicable. this
change is shown In in the table below Alocstions below in: Part A

Figure 133: Save the data

After making the necessary updates, click on Submit to Grantor button.
The request will be sent to the grantor, and the status will change to Submitted to Grantor.
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Amendment Request
Edit
App forTest 157154 -
EGMS ID Status Initiated By
CR-AD--197-00 Sent to Subrecipient State
Created Sent to Subrecipient Submitted to Gr Submitted for Approval A

Woverview S Transferability Options N Files  "DHistory %@ Collab

a Purpose

Transferability is a flexibility authority under the Every Student Succeeds Act (ESSA) which allows Local Educational Agencies (LEAS) to transfer up to 100% of the funds they receive under Title Il, Part Aand Title IV, Part A
to other programs to better address the needs of their unique student populations and to ensure the capacity of delivering a meaningful program. Federal regulations require LEAs to notify the State Education Agency 30
days prior to the transfer of funds. (Elementary and Secondary Education Act (ESEA) Section 5103

ESEA Section 5103

NOTE: Although there is no deadline for exercising transferability, we strongly encourage LEAs to make the decision as early as possible, so applicable program applications can be adjusted by LEA staff and approved by
OSPL.

1. Are you going to exercise your transferability option?
Yes

Transferability Process Guide
Transferability Q&A
Transferability & Carryover Q&A

When an LEA decides to transfer some or all of the funds allocated for local activities under the two eliaible proarams. it must take certain steps. The LEA must

Figure 134: Submit to Grantor

:10.3.1.5 PERIODIC RENEWAL REQUEST
The Grantor users will create the Periodic Renewal amendment request and send it to the subrecipient.

Login to the EGMS recipient portal. Under Grants phase, click on Pending Tasks link under My Tasks in the
left navigation panel.

In the Pending Tasks (Assigned To Me) table, click on the play icon to start the process for the related
award periodic renewal amendment request.

ucrion  Education Grants Management System

Grants

= Pending Tasks (Assigned To Me)

Snowing 110 4 01 4 recards

EGMS 1D Type Status. Subject Assigned By Due Date Actions
PR-213 Creale Payment Request Not Starled Create Paymenl Request for Subaward #AD-168 n 097232021 »
CR-AD-255-00 Submit Amendment Request Not Started Submit Amendment Request CR-AD--299-00 FD Danny >
CRAD-23402 Submit Amenament Request Not Started Submit Amenament Request CR-AD-234-02 FD Danny 81122021 >

Compleled Tasks

CR-AD-168-01 l ‘Submit Amendment Request Nof Started Submit Amendment Request CR-AD--168-01 FD Danny 071142021 bl
™ Activities -
Totel Records 4

Figure 735: Periodic Renewal Request
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From the amendment record, click on the Overview tab and you can add/update the new Indirect amount.

Education Grants Management System

Granis

Q Search o Amandment Request

Test_OSPI Record Owner_156652

CR-AD-188-03 Sent 1o Subrecipient State

Al ~
o
N4
Pening Tasks ~ReQuISa10 Save ) Required 1o Submit
Commpleted Tasks Woverview  %Files DHistoy % Collab
a Overview
Amendments . N
Grants 1 Ferodic Renewal
Subawards werall Jusiicatio veral Impac
JPr——— Justiication Justifcation
o
168043_ABocation & Fund ~ Budget Information
185043_Alocation & Fund Allocation Amount Revised Allocation Indrect Rate
89043_Abocation & Fund. 800,000 00 $800,000.00 10.00%
, Maxemum Indirect Alowed Roquested Indrect Amount 1 Expandiures Budgeted Intrec Expeniures
72.728.00 0
185043_Alocation & Fund e 1000004 soo
56043_Alocation 8 Fund otal B nditure:

App for Test 169841 Ann 4 $800.000.00

185043 Atacation & Fund

Figure 836: Add/Update Requested Indirect Amount

Scroll down to the Budget Change and click on the pencil (?.) icon to complete the new Budget that has
been set up during the amendment request.

Management System

Grants
H 2 Budget Period Details
roject Period
Al v 82002021 -
022
Pending Tasks  Budget Change =
Completad Tasks
is are sorted by Focus Area ascending arder, Title ascending orter, Category Name ascending order
EGMSID Category Name Award Total  Spent Remaining Budget Revised Budget  Differsnce  Cash Match NonCashMatch  TotalMatch  Total Project Cost  Actions
Guin Focus Area : Test_OSPI Record Owner_156652
Subaviards AC-24T4 11 Site Purchases. 5140.000.00 $140.000.00 $140,000.00 50.00 52500000 50.00 525,000.00 s
Ameondwont Fowosts AC-2477 22 Building Remodaling $150,000 00 $150,000.00 $150,000 00 $0.00 $15,000.00 $15,000.00 $30,000.00 $180.00000 4
- AC-2478 31 Iniial Equipment $130,000 00 5000 $130,000.00 $130,000 00 $0.00 $5,00000 $0.00 $5,000.00 $135,000.00 Izl
ACUTE 41 Energy Audits 5200,000 80 30.00 $200,000.00 5200,000.00 50.00 $40,000.00 30.00 51000000 321000000 4
AC-24T5 42 Energy-Capital Improvemsnts 5180.000.00 $0.00 $180.000.00 $180.000.00 50.00 50.00 510,000.00 510.000.00 $190.00000
T Total - Foeus Area : Test_OSPIR $800,000.00 $0.00 $800,000.00 $800,000.00 $0.00 $55,000.00 525,000.00 $80,000.00 $880,000.00
188043_ASocaion & Fund Grand Total $800,000.00 $0.00 $800,000.00 $800,000.00 $0.00 $55,000.00 525,000.00 $80,000.00 $880,000.00

60043 _Al

Total Recards §

Figure 937: Budget Change update

Once all required details are provided, click the Save button. On completion, click Submit to Grantor
Button. The status will change to Submitted to Grantor.
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@
SYSTEMS
All w

= Tasls
My Tasks

Pending T:

mpisted Tasks

M Activities -

Grants, Subawards &
Amendments

Grants
Subawarss
Amendment Requests

@ Recently Viewed -

Record Qumer.

43_Allocation & Fund...

Grants

-

ecord Owner_156652

CR-AD-168-03

Sent fo Subrecipient State

Woveview  {Fies D History

 Overview

Overall Jusiicatio
Justification

» Budgst Information

ABiocation Amount

= RequiredfoSave A Required fo Submil

® Collab

A Revisad Allocation difect Rate
169043_Allocation & Fund $800.,000.00 $800.000.00 10.00%
169043_Allocation & Fund Waximum Indirect Allowed Requested Indirect Amoun Budgee: Budy ectb
$72.728.00 1.000.000.00 $800,000.00 $1,000,000.00

IsTestz
169043_Allocaton & Fund

153043_Allocation & Fund.

Tot pe
$1,800,000.00

Figure 1038: Save the Periodic Renewal data

NSYAR TION

Education Grants Management System

Granis

Amendment Reques|

Test_OSPI Reu;zrd Owner_156652

-
2

* GrantsPoral v [ 7
e
=

EGUSID stats nitzted B
a CR-AD-188-03 Sent o Subrecipient State
v
o o
- L
Sen

Pe Tasks &

——J= Wowenew  %Fles  DHstoy & Collad

Completed Tasks

™ Activities & Overview

Grants, Subawards & Amendment Types

Amendments

Grants
Subawards
Amendment Requests

@ Recently Viewed -

Test_OSP1 Record Owner...

Justification

4 Budget Information

» Periodic Renewal

Justification

Aocafion Amourt Revised Alocaion dt Rafe
168043_Allocation & Fund $800,000.00 $800,000.00 10.00%
163043_Alocation & Fund Medimum Indirect Alowed Req ourt s Budg

Figure 1139: Submit to Grantor

10.3.1.6 FUNDING CHANGE REQUEST

Internal OSPI users (Amendment Record Owner) will create the Funding Change amendment request and
send it to the LEAs.

Login to the EGMS recipient portal. Under the Grants phase, click on the Pending Tasks link under My
Tasks in the left navigation panel.

In the Pending Tasks (Assigned To Me) table, click on the play icon (’)to start the process for the related
Funding Change Request Amendment request record.
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Education Grants Management Systes v Grants Portal v e. v
il
=)

a Pending Tasks (Assigned To Me) =
CR-AD-229-00 x ﬂ R
Showing 110 3 ot recoros
EGMS ID Task Type Subject Created By Due Date 4 Actions p

I CR-AD--229-00 Submit Amendment Request Submit Amendment Request CR. PMinternal Ross 08/10/2021 ES |

,

|5

 Pending Tasks (Assigned By Me)

e Activities - E

Grants, Subawards &
nts EGMS ID Task Type Subject Assigned To Due Date 4

Figure 1240: Funding Change Request

Note:
e For Awards that have Allocations by Focus Area on the Announcement, ‘Transferability
Options’ tab is available on the Funding Change Amendment request to allow transfers from
Focus Areas.

e  For Awards that do not have Allocations by Focus Area on the Announcement,
‘Transferability Options’ tab is not available on the Funding Change Amendment.

e For Awards that have Allocations by Focus Area on the Announcement , Revised Allocation is
equal to the sum of ‘Allocation Amount’, ‘Requested Change in Budget’ and Net Transfer
Amounts from the ‘Transferability Options’ tab.

e For Awards that do not have Allocations by Focus Area on the Announcement, ‘Revised
Allocation’ is equal to the sum of ‘Allocation Amount’ and ‘Requested Change in Budget’
fields.

Click the Edit button in the top-right of the page. This will put the amendment in edit mode so that you
can edit the information. To make any changes in the Budget, navigate to the Budget change section
under the Overview tab.

For an award without Allocations by Focus Area on the Announcement, you can add/reduce the dollar
amount from the 'Requested Indirect Amount' field on the Budget Information section. Click on the edit
icon under the actions column to edit the budget amount. Once done, click the Save button.
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Grants

Amendment Request Cancel Save
Test_161303

EGMS ID Status Initiated By

CR-AD--231-01 Sent to Subrecipient State

Created Sent to Subrecipient
* Required to Save Required to Submit
Woverview R Files  DHistory e Collab

w Overview

« Budget Information

Allocation Amount Requested Change in Budget Revised Allocation Indirect Rate

$200,000.00

Maximum Indirect Allowed

$4,314.00

$20,000.00

Requested Indirect Amount

$220,000.00

Budgeted Direct Expenditures

2.00%

Budgeted Indirect Expenditures

4,000.00 $216,000.00 $4,000.00

Total Budgeted Expenditures

$220,000.00

Figure 1341: Requested Indirect Amount Overview

For an award with Allocations by Focus Area on the Announcement, you can add/reduce the dollar
amount from the 'Requested Indirect Amount' field on the Allocations and Indirect Cost section.

Grants

Total Budgeted Expenditures
$1,007,000.00

a Allocations and Indirect Costs

Save [

* Records are sorted by Last Modified Date ascending order

Focus Allocation Requested Change Revised Maximum Indirect Requested Indirect Allowed Budgeted Direct Budgeted Direct Actions
ArealProgram Amount in Budget Allocation Allowed Amount [Expenditure Expenditure

Title IV, PartA $300,000.00 $4,000.00 $303,000.00 $5,942.00 5,961 $297.039.00 $304,00000 'O

Title I, Part A $300,000.00 $2,000.00 $303,000.00 $5,942.00 $0.00 $303,000.00 $302,00000 &
Title I, PartA $400,000.00 $1,000.00 $401,000.00 $7,863.00 $0.00 $401,000.00 $401,00000 &
Total $1,000,000.00 $7,000.00 $1,007,000.00 $19,747.00 $5,961.00 $1,001,039.00 $1,007,000.00

Total Records3

Figure 1442: Allocations and Indirect Cost

Scroll down to the Budget Change section to change the existing Budget and match the Budget with the
updated allocations. If there is a Transferability Option' tab available, please complete the transfers before
making changes to the Budget in the Overview tab.
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+ Budget Change

EGMS ID

Focus Area: Title |, Part A
AC-2551

AC-2550

AC-2543

Total - Focus Area : Title I, Part
Focus Area : Title Il, Part &
AC-2548

AC-2547

AC-2546

Total - Focus Area : Title Il, Pan
Focus Area : Title IV, Part A
AC-2545

AC-2544

Category Name

11 Board of Directors
12 Supesintendents Office

13 Buisiness Office

14 Financial Senvices
16 Human Resources

16 Regional Commirtes

17 Public Information

20 Supervision of Instruction

Debit Credit
Transfer Transfer

$0.00

$0.00 $0.00
$0.00 $0.00
$0.00 $0.00
$0.0

$0.00 $0.0
$0.00 50,00
30.00 $0.00
$0.00 $0.00
$0.00 $0.00

Figure 1543: Budget Change

Certificated

50.00
$0.00
50,00
$0.00

5000
50.00
5000
$0.00

5000

50.00

Benefits
Salaries- &
Classified  Payroll
Taxes
50 $0.00
5000 $0.00
50.00 5000
50.00 $0.00
000
$0.00
5000 5000
$0.00 $0.00
$0.00 $0.00
$0.00 $0.00

Supplies

e Purchased

Resources (e

& Non-

Capitalized
$0 00 $0.00
$0.00 5000
5000 50.00
50.00 50.00
§0.00 5000
§0 00 $0.00
5000 5000
$0.00 5000
§0.00 5000
§0 00 $0.00

* Rea

Travel

50.00
5000
50.00
$0.00

5000
50.00
5000
$0.00

5000

50.00

Capital
Outlay

$400,000.00
§1.000 00
5000
$401,000.00

$300,000 00
$2.000.00
5000
$302,000.00

$300.000.00

54,000.00

Aveard
Total

$400,000.00
5000
50.00
$400,000.00

$300,000.00
$0.00
50.00
$300,000.00

$300,000.00

$0.00

Spent

50.00
5000
50.00
50.00

5000
50.00
50.00
$0.00

50.00

50.00

Remaining
Budget

$400,000 00
$0.00
50.00
$400,000.00

$300,000 00
$0.00
$0.00

$300,000.00

$300,000 00

$0.00

Revised
Budget

$400,000 00
§1.000 00
50.00

$401,000.00

$300,000 00
$2.000.00
$0.00
$302,000.00

$300.000.00

$4,000.00

s are sarted by Focus Area ascending order, Title ascending order, Category Name ascending order

Difference  Actions

s0.00

51,000 00
s000 &

$1,000.00

s000 4

$2,000.00

%

000 &
§2,000.00

50.00

$400000 4

For an award with Allocations by Focus Area on the Announcement, navigate to the Transferability
Options tab and enter the required details in the Purpose section.

Amendment Request
App forTest 157154

EGMS ID
CR-AD--197-00

Status

Sent to Subrecipient

Initiated By
State

Created

Sent to Subrecipient

W Overview | & Transferability Options | N Files

| a Purpose I

D History

& Collab

* Required to Save

Required to Submit

Transferability is a flexibility authority under the Every Student Succeeds Act (ESSA) which allows Local Educational Agencies (LEAS) to transfer up to 100% of the funds they receive under Title II, Part Aand Title |V, Part A
to other programs to better address the needs of their unique student populations and to ensure the capacity of delivering a meaningful program. Federal regulations require LEAS to notify the State Education Agency 30
days prior to the fransfer of funds. (Elementary and Secondary Education Act (ESEA) Section 5103:

ESEA Section 5103

NOTE: Although there is no deadline for exercising transferability, we strongly encourage LEAs to make the decision as early as possible, so applicable program applications can be adjusted by LEA staff and approved by

OSPL.

1. Are you going to exercise your transferability option?

Yes

Transferability Process Guide

Transferability Q&A

Transferability & Carryover Q&A

GovGrants OSPI Home | Site Info | Non Disclosure Agreement | Conflict of Interest

Figure 1644: Transferability Options- Purpose

In the Transferability Options tab, scroll down to the Transferability Details section and click on the Add
button. Enter a Transfer From, Transfer To focus areas, and Transfer Amount. Click on Save.
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W Overview = Transferability Options QY Files DHistory %@ Collab
¥ Purpose
a Transferability Summary =
* Records are sorted by Last Modified Date ascending order
Focus Area/Program Allocation Amount Transferred Out Amount Transferred In Amount
Tile IV, PartA $304,000.00 $1,000.00 $0.00
Title Il, Part A $302,000.00 $0.00 $1,000.00
Tile I, Part A $401,000.00 $0.00 $0.00
Transferability Details
* Records are sorted by Last Modified Date ascending order
Transfer From Transfer To Transfer Amount Actions
Title IV, Part A Title I, Part A $1,000 & W

Figure 1745: Transferability Details

Once completed, click on Submit to Grantor button. Once clicked, the status will change to Submitted to
Grantor.

Amendment Request
Edit
App forTest 157154 -
EGMS ID status Initiated By
CR-AD--197-00 Sent to Subrecipient State

© N4

Created Sent to Subrecipient

U
Submitted f

W Overview = Transferability Options Y Files ‘D History ® Collab

a Purpose

Transferability is a flexibility authority under the Every Student Succeeds Act (ESSA) which allows Local Educational Agencies (LEAs) to transfer up to 100% of the funds they receive under Title Il, Part Aand Title IV, Part A
to other programs to better address the needs of their unigue student populations and to ensure the capacity of delivering a meaningful program. Federal regulations require LEAs to notify the State Education Agency 30
days prior to the transfer of funds. (Elementary and Secondary Education Act (ESEA) Section 5103:

ESEA Section 5103

NOTE: Although there is no deadline for exercising transferability, we strongly encourage LEAS to make the decision as early as possible, so applicable program applications can be adjusted by LEA staff and approved by
OSPL.

1. Are you going to exercise your transferability option?
Yes

Transferability Process Guide
Transferability Q&A
Transferability & Carryover Q&A

When an | FA decides fa fransfer some ar all of the funds allncated for local acfivities under the two elinible proarams it must fake certain stens The | FA musf

Figure 1846: Submit to Grantor
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11 MONITORING

11.1 PROGRESS REPORTS

A Progress Report is a periodic report submitted by the Recipient describing the status, accomplishments,
and issues of the Project. The grantor will define the frequency of the Progress Report during subaward
creation.

11.1.1 COMPLETING A PROGRESS REPORT

Login to the EGMS Grants portal. Click on the Monitoring module and click the 'Pending Tasks' link
under My Tasks in the left-hand navigation menu. On the Pending Tasks page, locate the Progress
Report within the Pending Tasks (Assigned to Me) table and click the Start ( ™ ) icon under the Actions
column.

(&) pusic nstauction ~ Education Grants Management System vammwmau. B -

Q_Search - Pending Tasks (Assigned To Me) =
| Q] T
Showing 1 to.4 01 4 racorss
EGMS 1D Type Status Subject Rssigned By Dus Date Acti
PR-GT-00115-002 ‘Complete Grantor Progress Report In Progress Complete Progress Report for Subaward #4D—187 for Reporting Period 1/1/202, REI Admin 12072021 b»
I PR-GT-00115-001 Complete Grantar ProgressReport  In Progress Complsts Progress Report for Subamard #4D-187 for Reporting Period 63020...  RE| Admin 120712021 > |
PR-114 Create Payment Requast Net Started Create Payment Request for Subaward #AD--197 REI Admin 12062021 | 2
AP-0SPI.E89 Applcation Revision Request I Progress Revise Applcation #4P-0SPI.889 for Funding Opportunity #AN-OSPL1309 Clarisss Leong  Loading o622t >

Tolal Records. 4

Figure 147: Progress Report Request

The Report Overview section within the Overview tab displays information such as Reporting Period,
Report Due Date, Report Frequency, Progress Report Due Date, Budget Period and Budget Period Number.
If this is the Final Report check the Final Report? checkbox.

£ PusLic nsTRucTion  Education Grants Management System

Monitoring

Progress Report
Test Progress Report Title (TIPA Schedule)

EGMS 10 Stas
PR-GT-00229-004 Createa

L
ated

Overview @ FormsandFiles  'DHistory &9 Collab

« Report Overview

Monthly

Final Report? eiod
10172021 - 12/31/2023

Frogress Reports
dget Period Number

Budge e Dale
5P01

Financial Reports

@ Recently Viewed -

0510i2021

~ System Information

Created By Created Date
REI Admin MA02029 116 AM

HANZ021 116 AM

DO_NOT_USE 1277 Dem.

DO_NOT_USE 1277 Damo

‘Submit to Grantor

Test 166512 Restnctions

Figure 148: Editing a Progress Report
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Navigate to Forms and Files tab. Under the All Form section, click on edit action to fill the form details.

7) pusiic mstaucrion  Education Grants Management System [r—

Monitoring

Progres Ropart Ea

Test Progress Report Title (TIPA Schedule)

EGMSID Statu: b
PR-GT--00229-004 Created AD-- 44

Panang Tasks

Comgieted Tasks -

» Requredto Save 4 Required to Suomit

Overview | @ Formsand Files | DHistory & Collab

o]

Eu

Reimbursements Showing 1 1o T of 7 records
Refunds Sequence Number 4 Form Name Is Form Validated? Mandatory Last Madified By Last Modilied Date Actions
Rapaortis -

T IParC Mg Es Ko v S .

Frograss Raports
Class Size Red 0. No v A s @

Financial Reperts
Titla I PartAEnd of Year R . No v R S ®
179665_Progress Report Tite | Part AEnd-of-Yaar R.  No v R s ®
 Progress Report Professional Learning Plans  No v : s @
No v R 1102021 4:47 AM s ®
No v R 1102021 4:47 AM s ®

Figure 149: Editing a Progress Report — Edit Form

In the Files or Notes section, you can attach by clicking on Add button in the respective section.

pusLIC INsTRUcTIon  Education Grants Management System

Menitoring
Total Records: 7
 Progress Report Files
" Rscords are sorfed by Last Modified Date ascending order
Showing 1 to 1 of 1 recores
Title Classification File Extension Deseription Actions
Test Atachment File b Form Packags Instrucions - ke o ®

Total Recards 1

~ Supporting Documents Checklist =

Q]
* Records are sorted by Last Modified Date ascending order

Showing 110 0 of @ reconss

Deseription Required Status Template Link Subrecipient Document Link

Mo Records Found

© Saved Successiulyl x
= e =

Titke Description Created Date | Created By Actions

Please approve this report I have verified the report 12107/2021 8:28 PM Roger F Fact

Tesl 1R45RR R 191704

Figure 150: Editing a Progress Report- Add Files or Notes

Once all the details are filled, click on the Submit to Grantor button at the top right side of the screen.
The status of the Progress report is now updated to "Submitted to Grantor".
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(@) rustcmstauenion  Education Grants Management System v Grants Portal v
Menltoring
o -
Tost Progress Report Title (TIPA Schedule)
PR-GT-00229-004 Created

Penaing Tasks

Complated Tasks

o

Overview W FormsandFiles  DHistory @ Collab

a Report Overview

Arington County 0410112021
Repost Frequency Reparing Pariod End Date
Monthly 04/30/2021

Refunds

2021 - 12312023
Frograss Reports

Busget Penod Number

Financial Repans se01 05102021

@ Recently Viewed -

+ System Information

(@) rosticmerauerion  Education Grants Management System v Grants Portal v

Monitoring

gress Report Title (TIPA Schedule)

PR-GT-00229-004 Submitted to Grantor AD—4

L O

Overview @ FormsandFiles  DHistory  # Collab

& Report Overview

Arington County

Monthly

o4/
Final Rep: Budget Penod

11172021 - 12/31/2023
Budget Period Humbes bgress Report Due Date
BPO1 05/10:2021
120072021

Figure 151: Submitting Progress Report to Grantor

11.2 PAYMENT REQUEST

A deliverable to submit a Payment Requests is created at a frequency that is defined by the grantor.
Payment Requests allows Recipients to draw-down on awarded funds as a Reimbursement or Advance
within the EGMS. Before submitting a Payment Request, you will have received an award, and you will be
within an active Budget Period. A payment request task is created as per the payment request schedule
on the award.

11.2.1 SUBMITTING A PAYMENT REQUEST

Login to the EGMS Grants portal. Click on the Monitoring module and click the 'Pending Tasks' link
under My Tasks in the left-hand navigation menu. On the Pending Tasks page, locate the Payment

Request within the Pending Tasks (Assigned to Me) table and click the Start ( > ) icon under the
Actions column.
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ement System

< Pending Tsks (Assigned To Mo}

‘Showing 110 10 of 24 records

EL

Page 1613

; = Ecs D L Created By Dus Date 4 Actions.
PRARA2 QARdmin >
PR-MT >
e 3
PR-119 >
PR-124 >
PR-135 QA Admin >
(:~ED QAAdmin >
PR-142 QA Admin >
Contact Us PR QA Admin >
»>

PR-197 ayn g o QA Admin 090872021
Show | 10~ Enies Total Racords: 24 Fage 1613 MW

Figure 152: Initiating a Payment Request

Click the Edit button in the top-right of the page. This will put the payment request in edit mode so that
you can edit the information.

PUBLIC INSTRUCT! Grants Portal v

Status Buget Period
a Created 5112021 - 2128/2022
- ~ - -

Overnview  $Financias®  [iFies  Dristoy e Collab

a General Information
e Payme
Reimbursement 1210172021

Fa Submission Date

123112021

Payment Date Is Finel Payment

4 Responsibilities =

This section can be used to re-assign Payment Request Record Owner while the payment request is in ‘Created" status. Please note that once the owner is re-assigned, only the new Payment Request Record Owner can edit the record extemnally.
* Regords are sorted by Created Date ascending order

Figure 153: Edit mode

Add the required details in the General Information section under the Overview tab on the Payment
Request page.
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UsLic meTRuction  Education Grants Management System

164618_Fiscal Contact on App

m EGMS 1D Staus

PR-118 Created

*RequiredtoSave 4 Required fo Submit

Completed Tasks $rinancials ®  WFiles  Dristory R Collab

I Activities -

Organizaii  General Information
rganization =
rofle

Reimbursement

164619_Fiscal Contact on App

12312021

Payment Request?

4 Responsibilities

This section can be used to re-assign Payment Request Record Owner while the payment request is in 'Created status. Please note that once the owner is re-assigned, only the new Payment Request Record Owner can edit the record externally.

Figure 154: Overview Tab

® |f this is your organization's final Payment Request, click the Is Final Payment Request? checkbox.

UBLIC INsTRUCTION  Education Grants Management System v Grants Portal

Reimbursemant Fayment Request Cancel
164815_Fiscal Contact on App  sovo |

EGMS ID Status s B eriod
PR-118 Created AD-266 51112021 - 272812022

Srinancials®  [Files Dhistory & Collab

2 General Information

+ Reguired to Save Required 1o Submit

164619_Fiscal Contact an App Reimbursement

11512022

- Payment Dal
- + Responsibilities

Figure 155: Final Payment Checkbox

Scroll down to the Responsibilities section to change the Owner. Click on the Edit icon and select any
external user for that organization as an owner. This section can be used to re-assign the Payment
Request Record Owner while the payment request is in Created status. Please note that only the new
Payment Request Record Owner can edit the record externally once the Owner is re-assigned.
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% | @ Active Partner Users - Salestorc: > | @ Payment Request Edic

5 @ ¢ 1 (Notamang @) -

65 pusiic iwsTRucTion  Education Grants Management System

. + Recuired faSave 4, Reguired fo Submit
SFinancials®  [iFiles DHistoy @ Colab

a General Information

164615_Fiseal Contact on App Reimbursement

Payn

nent Pesiod Start Date

Payment Penol
1203112021

 Responsibilities

This section can be used to re-assign Payment Request Record Gwner while the payment request is in ‘Created” status. Please nots that once the owner is re-assigned, only the new Payment Request Record Owner

he record externall

Recerds

orted by Created Date

Name Responsibility Actions

Roger F Owner s

Total Records 1

Figure 156: Responsibilities

Once you choose any of the external Users, then click on Save. PR--118

a Responsibilities =
This section can be used to re-assign Payment Request Record Owner while the payment request is in ‘Created" status. Please note that once the owner is re-assigned, only the new Payment Request Record Owner can edit the record externally.

* Records are sorfed by Created Date ascending order

Responsibility Actions

Owner k]

Total Records:1
Please enter 1 or more character

Navigate to the Financial tab. For an award without Allocations by Focus Area on the Announcement, you
can add an indirect claim amount in the Indirect Expenditures Requested field on the Payment Request
Summary section.

-
164619_Fiscal Contact on App [ Carcai |
a .
PR-118 Created AD--265 5/1/2021 - 21282022
All -

o

* Requredto Save /i Requrad to Submit
Woverview |$Financials® | [iFiles  DHistory e Collab
a Payment Request Summary

Total Budgeted Expenture

- g Subward Spent Direct Expenditures Requeshe
5800,000.00 5409,500.00 50.00

Ao B pEnamret REqeTier Total Expanditures Requested Maximum Indire

$4,000 00 $4,000 00 $15,688 00

Treaueated et Ao Indirect Expendiures Approved Cumuiative Indirect Expendiure:
$14,000.00 $10,000.00 $14,000 00

» Allocations and Indirect Expenditures

-

Figure 157: Indirect Expenditures Requested

For an award with Allocations by Focus Area on the Announcement, you can add an indirect claim
amount in the Indirect Expenditures Requested column on the Allocations and Indirect Expenditures
section. Click on the Edit (Pencil) icon to enter the Indirect Expenditures, click Save.
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n Grants Management System

# Applications
E $800,000.00
Indrect Expenditres Requesied
m . $4,000 00
Requ irect Ameur

$14,000.00

L Allocations and Indirect Expenditures ]

Focus Arsa/Program | Allocation Amount

Title |, Part A $250,000 00
Title Il, Part A $50.000.00
Title Il Pan A $150,000.00
Contact Us
Title IV, Part A $350,000 00
Total $800,000.00
a ions and Indirect Exps

Focus Area/Program Allocation Amount Maximum Indirect Allowed

Title |, Patt A $250,000.00 $4,902.00
Title Il Part A $50.000.00 $981.00
Title lll, PartA $150,000.00 $2,942.00
Title IV, Part A $350,000.00 $6,863.00
Total $800,000.00 $15,688.00

Maximun Indirect Allowed

Subaware Speat Direct Expen
5408 500,00 $0.00
otal Expendiures R Masimum Indirect Allowe;
5400000 $15688.00
Ingirect Expens Cumulatve i
510,000.00 $14.000.00
Requested Indirect Amount A d Indirect Requested = Actions
$4,90200 $2,500.00 $4,500.00 B
5381.00 5500.00 $500.00 50.00 350000 &
5294200 5250000 52,000,080 $500.00 5250000 &
$6,863.00 56,500 00 $5,000.00 $1,500.00 §650000 4
$15,688.00 $14,000.00 $10,000.00 $4,000.00 $14,000.00
Requested Indirect Amount Indirect Expenditures Approved Indirect Expenditures Requested umulative Indirect Expenditures  Actions
$4,500.00 $2,500.00 2,000 $4500.00 D
$2,500.00 $2,000.00 500 §250000 ‘D
$6,500.00 $5,000.00 5,000 $6,500.00 D
$14,000.00 $10,000.00 $4,000.00 §14,000.00

Figure 158: Allocations and Indirect Expenditures

Within the Financials tab, navigate to the Payment Request Budget section. The section lists the Budget
Categories and the awarded amount that is allocated to each Budget Category. Locate the Budget
Category you want to request funds and click the Pencil () icon under the Action column.

ants Management System

Tite I, Pan A S150.000.00
ﬂ Title IV, Pant A 350,000 00
Total $800,000.00

& Payment Request Budget

‘Showing 1t § of & recore:

S294200

$6,853.00

$15,688.00

$2.500.00

$6,500.00

$14,000.00

$2000.00

$5,000.00

$10,000.00 4

£00 SIR0U00T Y
5,000 $650000 D
,000.00 $14,000.00

* Records are sorted by Focus Area ascending order, Budget Category ascending order, RowNumber ascending order

Figure 1959: Payment Request Budget
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Total Records &

Budget Category | Awarded Budget Subowrd Spent Subaward Balance Total Direct Expenditures Cumulative Expenditures  Actions
Focus Area : Title |, Part A

11 Site Purchases. $150,000.00 §75,000.00 §75,000.00 30.00 57500000 4
22 Buiding Remodeling $95 50000 45,500 00 $50,000.00 3000 54550000
Total - Focus Area : Title |, PartA $245,500.00 $120,500.00 $125,000.00 $0.00 $120,500.00
Focus Area : Title Il, Part A

31 Initial Equipment $49,500.00 $29,000 00 $20,500.00 3000 52000000 4
Total - Focus Area : Title Il, Part A $49,500.00 $29,000.00 §20,500.00 $0.00 $29,000.00
Focus Area : I, Part A

41 Energy Audits $147,500.00 $100,000.00 $47.500.00 50.00 $100,00000
Total - Focus Area : Title lll, Part A $147,500.00 $100,000.00 $47,500.00 $0.00 $100,000.00
Focus Area : Tide IV, Part A

12 Site Improvements. $190,000.00 $95,000 00 $95,000.00 5000 §95,000 00

32 Additional Equipment $153, $65,000.00 $88,500.00 30.00 56500000 4
Total - Focus Area : Title IV, Part A $343,500.00 $160,000.00 $183,500.00 $0.00 $160,000.00
Grand Total $786,000.00 $409,500.00 $376,500.00 $0.00 $409,500.00

93




. GovGrants

powered by REI Systems

SYSTEMS

For General Fund detailed budgets, a modal window opens to enter line-item claim details. Use the Edit
(pencil) icon to add values. Click on Add Rows, if needed.

For Capital non- detailed budgets, users enter single lines per budget category.

Detailed Payment Request Entry Screen

-ocus Area: [Riel P
Activity: 23 Principall's Office:

 Detailed Payment Request

* Regords are sorfed by Last Modified Date ascending order

Supplies

Credit Salaries-
Transfer Certificated
Expenditures  Expenditures.

Grand Total 1 X $0.00

No Records Found

Figure 2060: Payment Request Budget: Add Rows

Under the Acknowledgement section, select | Agree under the Acknowledgement field, then fill out the
Signed By field, then click on Save.

 Acknowledgement

By signing this report, | certify to the best of my knowledge and belief that the report is true, complete and accurate and the expenditures, disbursements and cash receipts are for the purposes and objectives set forth in the terms and conditions of the
federal, state, or private award. | am aware that any false, fictitious, or fraudulent information or the omission of any material fact. may subject me to criminal civil or administrative penalties for fraud, false statements, false claims, or otherwise.

A Acknowledgement Signed By

~None-- -

4 Acknowledgement

By signing this report, | certify to the best of my knowledge and belief that the report is true, complete and accurate and the expenditures, disbursements and cash receipts are for the purposes and objectives set forth in the terms and conditions of the
federal, state, or private award. | am aware that any false, fictitious, or fraudulent information or the omission of any material fact, may subject me to criminal civil or administrative penalties for fraud, false statements, false claims, or otherwise.

A Acknowledgement Signed By
| Agree - [ wichae! o ]

e

Figure 161: Acknowledgement

As a payment request record owner you can upload an Excel file with the payments, so can easily enter
and update payments on the payment request. When you click the 'Download in Excel' action, the
downloaded Excel shows all records already entered in the payment request budget section. Also,
downloaded Excel shows only the columns which are shown in the payment request budget section.
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PUBLIC INsTRUCTION  Education Grants Management System v mnn Eexialle
Monitaring
Q Search Tite IV, PartA $50,000.00 588100 $800.00 50.00 50,00 5000 o
Total 5200,000.00 $3,924.00 53.200.00 $0.00 $0.00 $0.00

Al ~

~ Payment Request Budget [onuriva et | U et

= Tasks Click the ‘Download in Excef bution to download the Excel template that you should use fo enter the expenditures. Afier entering the expenditures in Excel, save the Excel on your computer. Nex, click the Upload Excal
= button 1o upload the budget in the payment request section.
My Tasks

Completed Tasks

* Records are sorted by Focus Area ascending order, Budget Category ing order, ing order
 Activities
Showing 110 77 records
Monitoring Activities
Scheaule
Awarded Subaward  Subaward Debit Credit Salaries- Salaries ::;T ¢ :
Risk Assessments .
EGMS ID Budget Category | Bu Spent Balance Transfer Tnnsfef Certificated Cllsslﬁ?d Taxes |
Desk Reviews Expenditures
Site Visits !
Focus Area : Title |, Part A
PABC-7T232 11 Board of Directors $40,000.00 $40,000 00 $0.00 $0.00 $0.00 $0.00 $0.00 $000
e PABC.T231 12 Superintendent's Office $0,200.00 $0,000.00 $200.00 $0.00 $0.00 $0.00 $0.00 $0.00
Total - Focus Area : Title |, Part $49,200.00 $49,000.00 $200.00 $0.00 $0.00 $0.00 $0.00 $0.00

Progress Reports
Focus Area : Title Il, Part A
Financial Reports

PABC-7234 13 Buisiness Office $8.000.00 $2.000.00 $6.000 00

@ Recently Viewed

Figure 162: Download in Excel

Enter the payments in the downloaded template and ckick on Save. Click on “Upload Excel” to upload

Payments. Locate your file and click the “Upload” button. The Excel details will be populated in the

section.

NOTE: For detailed budget ‘By Subcategory’ or ‘By School’, do not enter any value or make any
changes to the existing value in the ‘Reference ID’ column in the downloaded excel.

Record Id

I|Focus Are:Category School  School CoiDebit Trar Credit TraiSalaries-CiSalaries-Cl Benefits & Supplies Ir Purchased Travel Capital OuCash MatcNon-Cash Ma
a2cr0000001Q4vrAAC  [Title IV, Pz22 Curricu Intern Sch 9999 0 0 20000 0 0 0 0 9000 0 5000 3000
a2cr0000001Q4vmAAC  [Title IV, Pz 21 Staff DeArlington (7777 0 0 10000 10000 10000 10000 10000 10000 10000 2000 0
a2cr0000001Q4vhAAC  |[Title Ill, Pa15 Human Intern Sch 9999 50000 0 0 0 49000 0 0 0 0 7000 3000
a2cr0000001Q4ugAAC  [Title II, Pai13 Buisine Intern Sch 9999 20000 0 0 0 0 5000 10000 20000 10000 3000 2000
a2cr0000001Q4vcAAC  [Title Il, Pa114 Financi Private Sct 5046 0 0 10000 10000 0 0 9000 0 0 1000 0
a2cr0000001Q4m2AAC [Title |, Par 11 Board cwashingto 8888 10000 0 0 0 0 0 25000 0 1000 1000 0
@2cr0000001Q4nVAAS  [Title |, Par 12 Superir Arlington | 7777 0 0 4000 0 0 0 0 4000 0 4000 5000
a2cr0000001Q4ud4AAC |[Title I, Par 11 Board cArlington | 7777 30000 0 0 0 0 0 20000 0 5000 0 0
a2cr0000001Q4naAAC |[Title I, Pa114 Financi Arlington | 7777 0 0 0 0 0 0 5000 0 0 3000 1000

- Payment Request Budget Download in Excel

Click the ‘Download in Excer button to download the Excel template that you should use to enter the expenditures. After entering the expenditures in Excel, save the Excel on your computer. Next, dlick the 'Upload Excel button to upload the budgst in the payment request
section

Search E .

* Records are sorted by Focus Area ascending order, Budget Category ascending order, RowNumber ascending order

Showing 1 to 8 of § records

Supplies
Avwarded Suboward | Subaward Debit Credit Salaries- Salaries- g“er::“‘ ::5"' o  Purchssed Trovel
EGMS ID Budget Category | warde ubawar ubawar Transfer Transfer Certificated Classified ayrol esources Services ravel
Budget Spent Balance ' ; Taxes Non- Expenditures
" - Expenditures
E Capitalized

Expenditures

Focus Area : Title |, Part A

PABC-6245 11Board of Directors $15,000.00 $0.00 $15,000.00 50.00 50.00 $0.00 $0.00 50.00 $0.00 5000 300
PABC-6244 12 Superintendent's Office $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 5000 800
Total - Focus Area : Title |, Part §15,000.00 $0.00 $15,000.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.0

Focus Area : Title Il, Part A

PABC-6243 13 Buisiness Office $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.(
PABC-6242 14 Financial Services $15,000.00 $0.00 $15,000.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.0
Total - Focus Area : Titla Il Parl §15.000.00 $0.00 $15.000.00 $0.00 S0.00 s0.00 s0.00 $0.00 $0.00 S0.00 0.0

Figure 163: Upload Excel
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Choose your File and click the Upload File button. The Excel details will be populated in the section

Upload Application Budget x
No file chosen
Upload File -

Notes:

e You cannot upload an Excel with more than one row with the same combination of Focus
Area and Budget Category more than once for General Budget with Detailed Budget as ‘N/A’
or for Capital Budget.

e You cannot upload an Excel with more than one row of Focus Area/Budget Category/School
Code combination multiple times.

Within the Files tab, you can add supporting attachments such as an invoice or receipt that is related to
the Payment Request. You can also add notes related to the Payment Request within the Files tab. To
add invoices or receipts navigate to the Files section and click the Add button. In the Add Files popup
window, you have the option to upload an attachment from your computer or a previously uploaded file
from your workspace.

%) pusuic msTRucTion  Education Grants Management System

—
m - Woveniew  $Financials®  [iFiles  DHistory % Collab

« Reimbursement Files =

by Last Modified Date ascending

Showing 1 to 1 of 1 records

Title Classification File Extansion Description Actions

2021-10-27_16-26-49.png pg ® &
Total Records:1

@ Recently View

[+]  Supporting Documents Checklist =
Q]
* Records are sorted by Last Modified Date ascending order
Showing 1100 of O records
Deseription Required Applies To Status. Template Link ‘Subrecipient Document Link
No Records Found
© Saved Successly x
« Notes e =
Tite Description Created Date | Created By Actions

Supparting Docs. Test 1072872021 232 PM Roger F #

Figure 164: Add Attachments/Notes
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After making the necessary updates and click on Save on the top right corner of the page.

Education Grants Management System

embursement Payment Request
164519_Fiscal Contact on App @

EQMS 1D stans Susawara Buaget Penag
PR-118 Created AD-2E 5112021 - 212872022
A ~
«RequrastoSave 4 Requirsdto Suomit
W overview  $Financials®  [Fies D History Collab

a Reimbursement Files =
* Records are sried by Last Modified Date ascending order
Showing 110 1 of 1 records
Tite. Classification File Extension Description Actions
2021-10-27_16-26-49 png pog o® s

Total Recards:1

« Supporting Documents Checklist

* Records sre sorted by Last Modified Date ascending order
Shawing 1 1o 0.0f D records
Description Required Applies To Status Template Link Subrecipient Document Link

Mo Recards Found

Figure 165: Save

Once you have entered the required and additional information in the Payment Request, click the Submit
to Grantor button.

wetRucTion  Education Grants Management System

Remoursement Payment Request

164619_Fiscal Contact on App

PR-118 Created

-]

W overview  SFinancials  [Files  DHistory ®Colab

 Reimbursement Files Add Files [

tod by Last Modified Date ascending order
Showing 10 1 of 1 records

Titke Classification File Extension Description Actians.

Conlaxi 1 2021-10-27_16-26-49 png pg L X

Total Records:1

« Supporting Documents Checklist

[a] v

* Recards are sorted by Last Modified Date ascending order
Showing 1 10 0 070 recards
Description Required Applies To Status Template Link Subreciplent Document Link

o Records Found

 Notes | o |

Figure 166: Submitting the Payment Request to Grantor
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The status of the Payment Request is now updated to Submitted to Grantor.

) rosticmaTeucTion  Education Grants Management System * GamtsPortal v (7

L Closeout

Q Search Bl Rembusoment Payment Regusst

164618_Fiscal Contact on App

PR-118 Submitted to Grantor AD--266 5172021 - 22802022

A ~

o 5
L O
Crea Submitted to Grantor

Wovervew  $Financials  [jFies  DHistory  ®p Coliab

+ Reimbursement Files. =

* Records are sorted by Last Modified Date ascending order
Showing 1 to 1 o7 1 records

Title Classification File Extension Description Actions

2021-10.27_16-2649 prg png ooy

Total Records:1
« Supporting Documents Checklist

Figure 167: Submitted to Grantor

Note:
e Payment Request cannot be submitted after the due date. The pending task would be ‘Force
Closed’ if the due date is in the past.

e Payments cannot be submitted if OSPI has restricted submission of payments for a Grant.

e Users can enter negative claim amounts.

12 COLLABORATION (COLLAB)

Collaboration tab allows and tracks the internal communication between the users. This page displays all
feeds of logged in user that are either followings, related colleagues, external users, files or their
contents.

%) rusiic nstrucTion  Education Grants Management System * GrantsPortal v () v

Harry Potter - ﬂ ~

hogwartz881@yopmail com invalid @®Post & Link

N My Feeds What ars you working on? @mention someone.
What | Follow
To My Fallowars + | Sharo |
To Me
SortBy: Racant Activity =
& Wy Colleagues 3
& wy Groups o Harry Potter (Pariner)
Test
=y Coment o
Commenl Lk - Shae - Justoow
Harry Potter (Partner)
Helo
ommeni ke - S Justno

Figure 2168: Collaboration
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12.1 MY FEEDS

Users can post their feeds from My Feeds section. To post the feed, enter the post details in the click on
Post link or to attach the link, click on Link.

Provide the details in the text area to share. You have the option to select to whom you want to share
your post like to followers or to groups. One clicked the Share button; the post will be shared on the
page. To tag the user, use @ to mention user.

Followers can comment or like or share the posted feeds by other users.

PUBLIC INsTRUCTIoN  Education Grants Management System w Grants Portal v () v
9 My Feed
Harry Potter u =
ogwartz981@yopmailcominvaig | @ Post | [ Tink
N My Feeds What are you warking on? @mention someane.
Follow
- To My Folowers
0 Me
Sort Recent A
& Wy Colleagues 3 '
& 1y Grows 0 Harry Potter (Partner)
Test
& 1y Content 0
Comment - Uke - Shae nago
Harry Potter (Partner)
Hello
Comment ke Shw - imago

Figure 2269: My Feeds

To remove the post, click onthe * © ' in front of the feed.

Tic mstaueTion  Education Grants Management System * GrantzPoral v (L) v
9 I My Feed
2] 2
Harry Potter
hogwanz38 1@yopmail.com invalid ® Post & Link
N My Feeas Whal are you werking on? @mention semeane.
What | Follo
To My Followers v
SortBy. Recent Activiy
& My Colleagues F '

2 iy Groups 0 9 Harry Potter (Partner) [ Click here to
Test
BS niy Content 0 remove the post
Cornee ke S imago

Harry Potter (Pariner)
Hello

Comment - Uke - Shae - Tmago

Figure 2370: Posted Feed

To view the tagged feeds, click on the ‘To Me’ link under My Feeds | left navigation panel.
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%‘ N Gants Portal

Enterprise Grants Management System (EGMS)

& | # Oppounites Applications  Grants  Monitoring  Closeout €% @@

Alice AS
govgrantsuat@gmail. com @ post & tink
I'm Following
N My Feeds Wnat are you working on? @mention someane

What | Follow m

To My Followers ¥

Sort By: Recent Activity «

& My Colleagues 1

PR-GT-GRANT-00013-01 — Alice AS (Partner)
48 My Groups 1 test

BS My Content 0 Commen May 6, 2019 at 2:38 AM
o Product India
ret
ke

May 8, 20195t 220 AM
Write a comment..

GT-a52s-00002 — Simon PM (GGP TESTT)
@Aiice AS

April 16, 2019 at 11:45 PM

CL-RG-002713-00010 — Alice AS (Partner)
1 want to change the extensicn date

March 14, 2010 a1 8:46 AM

Stacie PM likes this.

Figure 2471: ‘To Me’ Feeds

12.2 MY COLLEAGUES

The user can see their colleagues list on the page. To search the colleague from the list, enter his name in

the search field. To follow the person, click on the & icon in front of the contact person name.

Education Grants Management System

LIC INSTRUCTION

Harry Potter - ﬂ
]

hogwartz361@yopmail. com.invalid
E @
N My Feeds John Testt1 Lupin G Roger F

rajatkadial23@yopmail.com.invalid lupintestd 5@yopmail.com.invalid roger(ltest@yopmail.com.invalid

& My Groups 0

&y coment 0

Figure 2572: My Colleagues

Once you started following the person and at a point you feel to unfollow, then clickon * * ”icon.
ﬁmmpm\v = -

5 rusiic metaucTion  Education Grants Management System

N My Feeds John Test 11 Lupin & Roger F
rajatkadia123@yopmail.com.invalid lupintest05@yopmail.com.invalid roger(3test@yopmail.com.invalid

& Ly Colleagues a
48 1y Groups 0
B 1y Content 0

Figure 2673: Unfollow Colleague
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12.3 MY GROUPS

All available group details are shown here. This will include member and non-member groups too. You
can search for the group using the search field. All group details will be shown with their owner name and

number of members.

0 Groups
. New pUDIic grou
: Owner: Alice AS
N My Foods
& Wy Colaguas 1
& My Groups 2
B My Corent

Figure 2774: My Groups

To join the group, click on the &

L2

GrOAp rom GG Collab
Owner: Product india Memibers: &

group and whenever you feel to leave the group, then click on * “ “icon.

icon in front of the contact person name. Once you have joined the

0 Groaps
'm Foliowing e puBe e
2 Cramer. Alice AS Members. 2
R My Feads
& My Colleagues
W My Groups. 2
& My Comtent

Figure 2875: Join/Leave group

12.4 MY CONTENT

Users can upload their content. To add new content, click on Add Files button.

UBLIC INsTRUCTION  Education Grants M@agemenl System

*mmwm, B -

~ Files
ster R
O * Records are sorted by Last Modified Date ascending order
N my Feeos Title Classitication File Extension Description Actions
& Wy Colleagues 1 TestAtachmant Flle.txt Form Package Instructions wt ® S0
& wy Groups 0 OSP! - All Activity and Object Codes (1) xisx . @ &0
Budgat Mockup vd (1) xlsx xlsx ® S0
Budget Mockup v4 (1)xIsk Fom Package Instructions. xax @ S0
Budgst Mockup v4 (1) xlsx Form Package Instructions. sy @ S
Homeless Needs Assessment in RE| Tamplate_Mackup V1 (1) docx Form Packags Instructions. docx ® S0
Tast Atachmant Flla tet Fomm Package Instructions m ® P
Test Aachment File tit Fom Package Instructians. bt @ Sl
Test Attachment File tzt Form Package Instructions. t Wi

Show 10+ | Enines

Figure 2976: My Content

Total Records:240

Page 1024 W

To upload the File, click on Choose a File or Drag it here then click on Upload button on the pop-up

window and browse the File.
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SYSTEMS

Add File

1
* Upload File l}

Choose a File OR Drag it here

TEST.docx
Upload single file up to 2 GB

Description

s

Figure 3077: Upload New File
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