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I ntroduction

The Grants Management Online Information System was established to provide an Internet interface for all
Subgrantees to apply for Grants, fill out request forms, and submit reports online that will go directly to DCJS
Grants Administration. It will automate many of the current processes in use with the hard copy forms and help to
prevent costly errors. Inturn, thiswill decrease the time it takes to process and approve Grant information.

This document will take you step-by-step through the Grants Management Online Information System web site. It
will show you how to navigate through the web site and present screen shots for each page. Y ou should use this
document as a main reference to the web site.

To enter the Grants Management Online Information System, open your Internet browser and key in the following
address: http://grants.dcjs.virginia.gov/index.cfm. Thiswill open the Grants Management Online Information
Systemin anew window. Thiswindow does NOT contain any browser buttons. To close GMIS Online, click on
the “X” (close) button at the top-right corner of the window

If you have any questions concerning the GMIS Online system, please contact Grants Administration via email at
GrantsWeb@dcjs.virginia.gov.

**** NOTE: In order to usethisweb site, you must obtain a user name and password set up by DCJS
Grants Administration. Thiswill give you access permissionsto utilizethe online application. If you already
have access but have forgotten your user name or password, you must contact DCJS Grants Administration
to obtain a new one.


http://grants.dcjs.state.va.us/index.cfm
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1 LogintoGMISOnline

The login screen is used to access the GMIS online application. This page opens automatically when
the web address for GMIS Onlineis entered. (See the introduction page or cover page of this manual
to get the web address.) The user enters their User Name and Password into the correct box and clicks

the Submit button.

A} Grants Management Online Information System - Microsoft Internet Explorer

Welcome to Grants Management

Please enter your User Mame and Password to access the Grants System

User Name

Password

Virginia Department of Criminal Justice Services
Home Page

Figurel- Login Page

A link to open the DCJS Internet Home Page is provided at the bottom of the screen.
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2 GMISOnline Home Page

Once a user has successfully entered their login information, the home page will open. This page
gives userstwo options. Thefirst option, Apply for aNew Grant, isalink that will direct usersto the
Grants Application page to apply for New or Continuation Grants. The second option, Enter an
Existing Grant, contains a text box where an existing Grant Number must be keyed. To accept the
entered Grant Number, click the Submit button. Thiswill open a screen to view existing budgets,
submit Quarterly Reports, and fill out applications for VVouchers.

Users may Logout of GMIS Online by clicking the Logout link located in the middle-left part of the
screen. It isrecommend that users logout every time they complete their GMIS Online session to
ensure security of the Grants data.

2l Grants Management Online Information System - Microsoft Internet Explorer

Commorresealth OF
Virginia

Grants Management Information System

Enter an Existing Grant. |

Logout
Cilck [ers to E-Mall quertions @ 2002 Virginia Depatment Of Criminal Justice Senices
or for Informaton: Gae kb Privacy & Security Statment

et LIar s Gulds [ pdf)
Ralated Linka

DCJS Home Page

GREVE A b traEtion

Gethombat Reader

Figure2- GMIS Online Home Page

Therelated links at the bottom-left corner will open pages on the DCJS web site. These links are fixed
in this position and are located on every page of the GMIS Online web site after the login page.
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3 Edit Existing Grants

When avalid Grant Number is entered on the GMIS Online Home Page, the edit menu and directions
screen will open. This screenisdivided into 3 sections: the menu, related links, and directions.

The menu is user driven, meaning the submenu options of the primary menu will appear by placing the
mouse cursor over one of the primary menu options. Clicking on the submenu options can open these
individual pages. The following is specific information for each menu option.

Applications:
« Request for Funds — Opens a Request for Funds application to submit requests for grant
funding to DCJS.

« Budget Amendments — Opens a Budget Amendment application to request modification to the
grant’s budget and submit to DCJS.
Budgets:
« Itemized Budget — Currently Under Construction
« Original Budget — Displays a page with the Original Budget submitted with the grant
application and approved by DCJS.
« View Current Budget — Displays a page with the latest Budget data. This page will show the
last amendment entered or the original budget if no amendments have been filed.
Quarterly Reporting:
. Enter Quarterly Report — Opens aform to enter Quarterly Grant data. This is different than
the hard copy Quarterly Financial Report.
Revise Quarterly Report — Opens aform to select the quarterly report to change.
View Status:
. Budget Amendments— Displays alist of all Budget Amendments filed with DCJS and their
status.
« Quarterly Reports— Displays alist of all submitted Quarterly Financial Reports.
. Specia Conditions— Displays all Special Conditions (if any) for the selected grant number
. Vouchers—Displaysalist of al paid or denied requests and any requests still awaiting
approval.
Help — Opensthe Edit Grant Directions
Return to Main Menu — Goes back to the GMIS Online Home Page.

The Directions page gives descriptions of the above menu options. Each description may be viewed
by clicking on the red link associated with the primary menu option.

All pages after the Home page contain links at the bottom left corner. These links will direct the user
to the GrantsWeb email address for all questions concerning GMIS Online or any Grant information,
FAQ for thiswebsite, DCJS Home page, Grants Administration web site, and Adobe Acrobat Reader
web site (to obtain the latest copy of Acrobat Reader). Thereisalso alink to open the user’s manual

using Acrobat Reader. These linkswill openina new window.
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2l Grants Management Online Information System - Microsoft Internet Explorer

Commonwealth Of il

On Screen Help

Click on the red links to view the instructions for each menu itern
OR

Click on the "User's Guide" link in the bottom left corner to open the users manual in Acrobat Reader.

Grant Number:

04-A00050T04

Editing An Existing Grant

Menu
Applications

Applications
Budgets

e Quarterty Reportin Directi
Luarterly Reporfing

Quarterly Reporting . 4 I ra: Ion
Wiew Status H e

View Status L | nkS
Help

=2 Eeturn To tain benu

Return to Main

Menu

Menti

Related
Links

ik [era b0 E-Mall quarions
or for Information: G @ Lkt

ilavs L ner 1 Gulds [ pef)
Rulated Linka
DS Home Rage
Gt Adm ik ration
GetAcrobat Reader

Figure 3 - Edit Existing Grant Information
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4 View Original Budget

This page displays the Original Budget data entered when a Grant Application is submitted and
approved. This page is Read Only. Until the Budget Amendment process is placed online, budget
datacan ONLY be modified by submitting a Budget Amendment application according to the policies
set by DCJS Grants Administration.

A Grants Management Online Information System - Microsoft Internet Explorer
Commonwealth Of FPrint Pudget

Original Approved Budget Data

Grant Humber: 02-ES596VWW01 Subgrantee: Dept. of Corrections

Grant Number: ‘ Cali:gg?ites ‘ Fel:ler;::CJS FurllIllfisemaral ‘ CaShSuhgrantlla: Kind ‘ PrTJ';traalm

04-A00050T04 [Personnel | 0.00 | 34,610.00 | 0.00] 0.00 | 34,610.00
Menu |consuttant | 0.00| 0.00| 0.00]| 0.00| 0.00
il [Travel | 0.00| B54.00 | 0.00]| 0.00| B54.00
e Brira [Equipment | 0.00 | 0.00 | 0.00]| 0.00 | 0.00
S [indirect Cost | 0.0 0.0 o.00| 0.0 0.00
s St [other | 0.00 18,815.00] 0.00] 0.00 18,915.00
Help [Total | 0.00 | £4,179.00 | 0.00]| 0.00 | 54,178.00

Return to Main

Menu
Feturn |

Cllch here to E-Mall quarton
or for Informaton: Gae kb

“laws Uner' s Gulds [pdf)
Ralated Links

DCJS Home Fage

Gt Adm ko

GetAcrobat Reader

Figure4 - Original Approved Budget Data

The Return button acts as a Back button to go to the previously visited page.
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5 View Current Budget

This page displays the most current Budget data approved. This page is Read Only. The budget data
can ONLY be modified by submitting a Budget Amendment application according to the policies set
by DCJS Grants Administration.

2l Grants Management Online Information System - Microsoft Internet Explorer

Commonwealth Of FPrint Pudget
Current Approved Budget Data

Grant Humber: 02-ES596VWW01 Subgrantee: Dept. of Corrections

Grant Number: Budget DCJS Funds Subgrantee Total
04-A00050704 Categories Federal General Cash In Kind Program
[Personnel | 27,686.00 | 5,924.00 | 0.00]| 0.00| 34,610.00
Menu [consuttant | 0.00 | 0.00 | 0.00] 0.00 | 0.00
Applications [Travel | 523.20 | 130.60 | 0.00] 0.00 | 554.00
View Budgets [Equipment | 0.00 | 0.00 | 0.00] 0.00 | 0.00
Quarterly Reporting [ndirect Cost | 0.00 | 0.00 | 0.00 | 0.00 | 0.00
Visw Status |other | 15,132.00 3,783.00 | 0.00]| 0.00| 18,815.00
Help [Total | 43,341.20 10,837.80 | 0.00]| 0.00| 54,179.00

Return to Main

Menu Feturn |

il nare to E-Mall quartons
or for Informaton: Gae kb

et LIar s Gulds [ pdf)
Ralated Linka

DCJS Home Page

GREVE A b traEtion

Gethombat Reader

Figure5 - View Current Approved Budget

The Return button acts as a Back button to go to the previously visited page.
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6 Edit Existing Grants

6.1 Quarterly Reporting

6.1.1 Enter Quarterly Report

This screen was designed from pieces of the hard copy Quarterly Financial Report. The major
revisions of this processisthat al Financial datais now entered as Quarterly data NOT Cumulative
and the Current Budget Data does not have to be entered. This page will automatically display the
Subgrantee name and Project Title for the specified Grant Number. The Date of Report, Date Project
Completed, and Final Report boxes are manually keyed or clicked by the user. The Date of Report
MUST be keyed or else when the Submit button is clicked an error alert will appear instructing the
user to key in the date.

This screen will NOT display the Current Budget data. The Current Budget datais displayed on its
own page that can be opened from the menu options Budgets - View Current Budget. Thiswill
allow for viewing of the Budget and return back to the Quarterly Financial Report page with the data
that may have aready been keyed by clicking on the return button on the Current Budget page.

All dollar amounts for expenses and obligations may be entered on this page but ONLY according to
what has been budgeted. 1f an amount has been keyed into a non-budgeted expense, obligation, or
cash on hand box and the Submit button has been clicked, an “Invalid Expense” page will open
instructing the user to view the budget for the specified Grant Number to make sure the amounts are
entered correctly.

The dollar amount boxes cannot be left empty. |If this happens, an alert box will appear asking the user
to correct the error. All of these boxes must contain anumeric value eveniif it isonly azero. When
amounts are keyed into these boxes, the totals will automatically be cal culated.

The cash on hand boxes will be calculated against the total dollar amount of all vouchers paid for the
specified Grant Number minus the expenses. This calculation is done on the Quarterly Confirmation

page.

When submitting the final quarterly report, click in the checkbox next to final. Thiswill notify users
and Grants Administration that no more reports will be submitted. It also restricts users from entering
any more reports. If the checkbox was clicked in error, the check mark can be removed from the
submitted error report through the revision screen as long as the DCJS Finance Department has not
closed the Grant. If this happens, please contact Grants Administration.

If the Quarterly Report cannot be completed, the user can click the Save button instead of Submit.
Thiswill save a copy of the report that can be accessed through the Revise Quarterly Reports menu
option later. Once areport is saved, it cannot be retrieved through the Quarterly Entry screen.

When all information is keyed without errors, click the Submit button to retrieve a Y TD Verification
Report page that will show a 'Y ear-to-Date total for each expense and cash on hand entry (obligations
will only be from the current quarter). Once thisinformation is confirmed, click on submit to send the
quarterly report. The datawill be recorded and a quarterly report will be displayed on screen with the
data that was submitted. Thiswill allow users who have previously submitted hard copy cumulative
reportsto verify that all quarterly data entered is accurate.
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If a Finance Officer submits areport, it will automatically be approved. If auser submitsit, an email
will be generated and sent to the user’ s Finance Officer. The Finance Officer will use this email to
enter the Grants Management Online Information System to approve the financial report.

The “Reset” button will clear the form completely to allow a user to start over.
The blue links at the top of the report form will print a copy of the Quarterly Financial Report screen

(Print Report) or open a new window displaying the instructions on how to fill out the Quarterly
Financial Report according to DCJS policies.

-2 Grants Management Online Information System - Microsoft Internet Explorer

COI‘I"II‘I"I(.)I"I\fVe.ﬂﬂh of Print Report View Instructions
Wg.lma Quarterly Financial Report

Grant Number: 04-A00050T04 Subgrantee: DEFCSIT CERTIFICATE

Project Title: GMIS Online Phase 2

Date Of Report mmiddiyyyy: l:l Final Report: D

Reporting Period: 12/31/20032

Grant Number:
04-A00050T04 GQuarterly Expenditures
- Budget DCJ5 Funds Subgrantee Total
Menu Categories Federal General Match Program
oo ] J — —
View Budgets

Consultant

=]

o] [ [

Quarterly Reporting

View Status Travel | J | o| [ o [
| I — —
Return o Main | I — —
Menu
e e I — — —
] e I — —
Ohbligations this Guarter
Budget DCJ5 Funds Subgrantee Total
Categories Federal General Match Program
Click here to E-Mail questions
or for information: Grants Web R
OR here for FAQs: FAGS IncirectCos [_d [ [ [
e [ d [ [ [
Related Links SuppliesCther
DCJS H P
e Totsl [__d [ [ [

Grants Administraticn

Get Acrobat Reader

[Save] [ Submit ] [ Reset]

Figure6 - Quarterly Financial Report Entry
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6.1.2 Revise Quarterly Report

This screen provides users with the ability to modify unapproved, pre-submitted or saved quarterly
report data. It is based on the reporting period of the quarterly report, NOT the quarter number. This
is due to the number of quarters a Grant may have and the state fiscal year quarters.

Users select the reporting period from the drop down box and the calendar year in which the quarterly
report was submitted. If the entire reporting period is valid, the quarterly report for the selected
reporting period will be displayed with the quarterly data that was previously submitted.

-2 Grants Management Online Information System - Microsoft Internet Explorer

Commonwealth Of

Virginia Revise Quarterly Reports

Select the Reporting Period:

Enter the Year for this Reporting Period: | |

S LEET List of Submitted Reports for
04-A00050T04 Grant Number 04-A00050T04
Menu Reporting Period | Date Submitted | Approved
Applications 09/30/2003 09/30/2003 Yes
View Budgets

Quarterly Reporting
View Status If"Mo” appears beside one of the submitted reports above, it may be awaiting review.
Help . ; ; ;
Contact Grants Administration for further information.
Return to Main
Menu

Revise Cancel

Click here to E-Mail questions
or for information: Grants Web

OR here for FAQs: FAQs
View User's Guide {.pdf}
Related Links
DCJS Home Fage
Grants Administraticn

Get Acrobat Reader

Figure 7 - Select Report to Revise
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The quarterly report revision screen is exactly like the quarterly report entry screen, other than dollar
amounts being filled in automatically, so the same rules apply (i.e. budgeted dollar amounts). The
revised report will also be automatically approved if revised by a Finance Officer. Otherwise, an
email will be generated and sent to the user’ s Finance Officer to notify them of the report to be
approved.

A Grants Management Online Information System - Microsoft Internet Explorer

Commonwealth Of

Wiew Instructions
Virgini

Quarterly Financial Report
Grant Number: (12-E8596%4/01
Project Title: ‘fictim Services Unit

Subgrantee: Dept of Corrections

G S b ton

Date Original Received: 07772002

Grant Number: Date Of Report mmiddasay: 0711712002 Final Report: 7

04-A00050T04
Reporting Period: 06/30/2002 Date Project Completed mm/ddaasas |06/01,/2002

Menu

Applicati

Felicstens | Quarterly Expenditures

View Budgets

S Budget DCJS Funds Subgrantee Total

Quarterly Reporting Categories Federal General Match Program

View Staius | Personnel | I—DD | 2897.77 | I—UU | 299777

Help

Return to Main | Cnnsultant| 0o | .00 | I ul] | 0.00

M

enu | Travel| 0 | 3760 | [ 0 | 43760
| Eqmpmem| 00 | 00 | [ 0 | 000
| |nmrectonst| 00 | 00 | [ 0 | 000
| SuppllesIOther| oo | 1337.44 | I oo | 133744

GetforobatRead

Total| 0.00 | 4772.81 | I 0.00 | 477281
[ Grant Obligations this Quarter
Budget DCJS Funds Subgrantee Total
Categories Federal General Maich Program
| F‘ersonnel| il | 0o | I oo | 0.00
| Cunsullant| 0 | 0 | [ 0 | 000
| Tra\rel| 0 | 0 | [ 0 | 000
0\chl|enbEaMquua|hon| | Equ\pment| o | 0 | I 00 | 0.00
or for information: G @t kb
e U Ber'n Guids paf] | Ind\rectCDSt| oo | 0o | I oo | 0.0
Relatsd Linka
o s s | Suppliesiother| 0 | 0 | [ 0 | 000

Total | 0.00 |

Save | Submit | Feset |

0.00 |

Figure 8 - Quarterly Financial Report Revise

This screen is also used to remove Final checkmarks that were marked in error in order for usersto
enter new quarterly reports for the selected Grant through the Enter Quarterly Report screen aslong as
the DCJS Financial Department has not closed the Grant. If this happens, please contact Grants
Administration.

10
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6.1.3 YTD Cumulative Verification Report

When data has been entered through the “Enter Quarterly Report” screen or modified through the
“Revise Quarterly Report” screen, aYTD Cumulative Verification Report opens. This page provides
userswith aYTD total of al quarterly data submitted for the selected Grant and automatically
calculates the remaining cash on hand (if any). It helps usersto verify they are entering quarterly data
in the entry or revision screen and NOT cumulative data.

If the keyed quarterly report has been marked as final and the total voucher amount paid for the Grant
exceeds the expenses, this screen will display a message at the top stating that arefund is due and the
amount of the refund. If the expenses exceed the amount paid through vouchers, the message will
alert the user to submit a“Request For Funds’ form to DCJS Grants Administration requesting the
amount owed to the locality.

Once thisinformation is confirmed, click on submit to send the quarterly report. The datawill be
recorded and a quarterly report will be displayed on screen with the data that was submitted.

If the information entered isincorrect, click on the revise button to go back and change the data on the
quarterly report page and resubmit.

11
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A copy of this report can be printed by clicking on the “ Print Report” link at the top of the screen.

3 Grants Management Omline Information System - Microsoft Internet Explor

Refund message only
appearsif Find is
marked and arefund
isdue.

a8 you have receied for tis gra

Totsl- 4 B1ERIES

SupphesiOther

S| _pie |

09278

Figure9 - Year-To-Date Cumulative Verification Report

I TESEB

Grant Number:
04-A00050T04
| This % your Grart Expenses-To-Date Curmulative BExpenses, Obbgabions, and Cash On Hand. ITihe totals on this page are incomedt, click on on the Revise butlon atthe botlorn o the page and check the Quanery
| menu i you endirid
| Grant To-Date Report
|| Applications
| Graant Huenbes PRarpurtineg Prerine Projoct Tithe
| View Budgets
|EEEEEE - B365EA001 6302002 Froject S0AR
|| Sroil st Raport Diater Project Compleded Finial Respart
View Status [ ooz DBAT2002 [Fes
|Help Status: Sutmdied
Return to Main Dt Original Recehsd: (0771 772002
Menu
Grant Expenses-To-Date
Busget DEJS Fursds: Subgranters Tatal
Categories Federal General Match Program
Personnel BETHATT I o0 I 15758 83 I $71,542 55
Congultan] o0 I o0 I o0 I $0.00
Travel 1895 87 I oo I B17 8 [ $2513 80
Equipmuril o0 I oo I oo [ $0.00
Indiriet Cost 257487 I oo I [ITES) [ 5301818

I $3.858.44

Total D = [ trsesrs [ soomer
Grant Obligations as of this Reporting Peried
B DS Funeds: Subgranies Tatal
Categories Federal General Match Program
Bursonmil m  m [ ®m[ s
Consultant [ m  m [ ®m [ s
Trirvel [ I m [ m[ s
Equigment r  mo — m w  ww
et Gost [ s — o  w[  ww=s
Supplies/Othes wo — o  wl  ww
Total | EEED — m  w[ s==
Cash On Hand for this Reporting Period
oty Tutal
— foer s prosom
s Cash O Hand [ siemans [ @ [ seresass

12



Department of Criminal Justice Services, Grants Management Online Information System  3/30/2006

6.1.4 Submitted Quarterly Report

When all quarterly data and refund amounts have been verified and submitted from the YTD
Cumulative Verification Report, afinal report page will open displaying the quarterly data entered as

well as the refund amount that will have to be paid back to DCJS Grants Administration (if any) or
alerting the user to submit a“Request for Funds’ form. The refund amount will only appear if the
quarterly report has been marked as “Final” and the total amount of the vouchers paid for the Grant

exceeds the calculated cash on hand.

A copy of thisreport can be printed by clicking on the “Print Report” link at the top of this screen.

A Grants Management Online Information System - Microsoft Internet Explorer

Commonwealih Of Frint Report
Virgind

Status: Approved

Thiz final report indicates that $61883.95 in federal funds and $0 in state general funds disbursed to you by DCIS were not expended. Please return
these unexpended fnds by 092972002, 1o DCS, Attention: Finance Section, via 3 check made payable to "Treasurer of Wirginia".

Quartesly Financial Repott

Figure 10 - Submitted Quarterly Financial Report

Grant Number: Grant Humber Subgrantee Project Title Refund mme Only
ces000z010 | | 02-B36584D01 Dept of Gorrections Project SOAR appearsif Final is
- tl marked and a refund
— Reporting Period Final Report Report Date isdue.
Applications i
R i 06/30/2002 Yes 07M7i2002 0601/2002
Quarterly Reparting |
View Status =
‘ Quarterly Expenditures
Help o
- Budget DCJS Funds Subgrantee Total
z‘:‘:l"'“ to Main Categories Federal  State Match Program
. \ Fersannel | §17,625.55 50,00 $3,041.42 $20,666.97
\ Gonsultant | $0.00| 50,00 $0.00| 50.00
\ Travel | $293.32 | 50.00 | 85061 | 534393
\ Equipment | $0.00 | 50.00 | $0.00 | $0.00
\ Indirect Cost | $2,574.87 50,00 544431 $3,018.18
\ SuppliesiOther| $1,649.82 50,00 528469 #,934.51
\ Total | §22,14356 | 50.00 | 83,2103 $25,364.59
‘ Grant Obligations this Quarter
Budget DCJS Funds Subgrantee Total
Categories Federal State Match Program
\ Personnel | 50.00 | 50.00 | 50.00 | $0.00
\ Consultant 50.00 | 50.00 | 50.00 | 50.00
\ Travel | 50,00 50.00 | 50.00 | 50.00
\ Equipment | 50.00 | 50.00 | 50.00 | §0.00
\ Indirect Cost | ¥1,267.98 | 50.00 | 50.00 | ¥1,257 93
P — \ SuppliesiOther | 50.00]| 50.00]| 50.00]| $0.00
ar for Information: G@ie Vikb
" \ Total | #,257.98 | 50.00| 50.00| §1,257.98
Related Linki
DS Home Rage =
SENE ST ‘ Cash On Hand this Quarter
S ‘ Federal ‘ State ‘ Total
Program
\ Cash On Hand | $61,282.95 | $0.00 | §61,883.95 |
=

13
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6.2 Request For Funds

6.2.1 Request For Funds - Entry

To request funds for a specified grant number, place your mouse over the “Applications’ menu option
and select “Request For Funds’. All grant funding requests are submitted via this page (EXCEPT
Internal Agency Transfers - IATS). Thispage mirrorsthe original hard copy form mailed by
congtituents to DCJS Grants Administration.

Aslong as al special conditions have been met or an extension granted, a Statement of Grant Award
(SOGA) has been received, aprevious Financial Report has been submitted (where applicable), and
the total amount expensed for the grant meets or exceeds the amount of funding received, this screen
will appear. Otherwise an error message will be displayed.

Thisform is automated so asto fill in fields on this form according to the grant number; such asthe
Subgrantee/Contractor Name and address information. The budget and vouchers paid amounts are
aso filled in and calculated to display the available amount of funds remaining on the grant. If any of
thisinformation isincorrect, please contact DCJS Grants Administration to have it changed.

The user will key in the Date of Request, select the Reporting Period From and To dates, fill in the
amount being requested now, and the Current Cash on Hand Date and Amount. If arequested amount
entered exceeds the amount available, a message will appear on screen to aert the user.

Once al required datais entered, click on the Submit button. Once submitted, a copy of the request
will appear on screen to be printed and the request will now show on the *View Status/V ouchers’
screen.

The “Reset” button will clear the form completely to allow a user to start over.

If a Finance Officer submits areport, it will automatically be approved. If auser submitsit, an email
will be generated and sent to the user’ s Finance Officer. The Finance Officer will use this email to
enter the Grants Management Online Information System to approve the request.

The blue link at the top of the report form will open anew window displaying the instructions on how
to fill out the Request For Funds according to DCJS policies.

14
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Grants Managem Online Information System - Microsoft Internet Explore

Commonwealth Of
Virginia

04-E34585A03

Menu
Applications

View Budgets
Quarterly Reporting
View Status

Return to Main

Click here to E-Mail questions
or for information: Grants Web

OR here for FAQs: FAQs
View User's Guide {.pdf}
Related Links
DCJS Home Fage
Grants Administraticn

Get Acrobat Reader

Wiew Instructions
Request For Funds - Subgrants/Contracts
Department of Criminal Justice Services

805 East Broad Street
10th Floor Richmond, Yiginia 23219

Date of Request: l:l

SubgrantContract Mumber. 04-E34585A03

Federal Identification Mumber: 54500110301

Feriod Covered by this Request: From: Year: I:I To: | V| Year: | |
Subgrantee/Contractor Mame Alex. Sex. Assault Resp. & Awareness Pr

Finance Officer Address 1: City of Alexandria

Finance Officer Address 2: 301 King Street

Finance Officer Address 3. Rm 1500

|Alexandria |ﬂ 22314

Drawdown Amount ‘ DCJs Federal Grant ‘ DCJS General Fund

Amounts Amounts

| Total Subgrantee Award {A}| 85204.00 | 16835.00
| (A-B) Avaliable Amount of Award {C}| 85204.00 | 16835.00

{C-D) Remaining GrantBaIance{E}| 8520400 | 16835.00

As ofthe following date: l:l The Grant Program’s Cash On Hand is: $|:|

By submitting this form you sre certifying that 1)you are the Finance Officer suthorized to sign/submit this request;
2jthe information above is comect; 2)expenditures will be made in accordance with the grant conditions; and 4)
payment is due and has not been previously reguested.

Financial Officer Name: lr. Daniel A. Neckel

[Save ] [ Submit ] [ Reset]

Figure 11 - Request For Funds
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nformation Sys Microsoft Internet Explorer
Commonwealth OF Print Report
Virginia

Request For Funds - Subgrants/Contracts
Department of Criminal Justice Services

805 East Broad Street
10th Floor Richmond, Viginia 23219

Status: Needs Finance Officer Approval

OR here for FAQs: FAQs
View User's Guide [.pdfj
Related Links
DCJS Home Page
Grants Administraticn

Get Aorobat Reader

Grant Number:
Subgrant/Contract Mumber: 04-E34533A03 Date of Request: 10/27/2003
04-E34585403
Federal Identification Mumber: 54600110301
Menu Feriod Covered by this Request: From: 07/01/2003 To: 12/31/2003
aoplicsions Subgrantee/Contractor Name Alex. Sex Assault Resp. & Awareness Prg
View Budgets N
Finance Officer Address 1 Citv of Alexandria
Quarterly Reporting
Finance Officer Address 2 301 King Street
Wiew Status
Finance Officer Address 3 Rm 1600
Help
Return to Main Alexandria VA 22318
Menu
Drawdown Amount DCJS Federal Grant DCJS General Fund
Amounts Amounts
Total Subgrantee Award (A) 85204.00 16835.00
Less: Payments Previously received (B} .00 .00
{A-B) Avaliable Amount of Award {C) 85204 168358
Less: Amount Now Requested (D) 42683.00 8220.00
{C-D) Remaining Grant Balance (E} 42521 8615
Click here to E-Mail As ofthe following date: 10/27/2003 The Grant Program’s Cash On Hand is: .00
questions or for information:
Grants Web

Figure 12 - Request For Funds Submitted
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6.2.2 Request For Funds - Revise

If areguest has previously been submitted, a message will appear to allow the user to revise the
request. By clicking on the “Revise Request” button, the Request For Funds form will appear with the
submitted data. Changes can be made to this data and resubmitted or saved.

-2 Grants Management Online Information System - Microsoft Internet Explorer

Commonwealth Of Grant Request Denied
Virginia

» Aprevious request has been submitted. You may revise the previous request by clicking on the revise button
below.

Mo further requests can be made until the previous request has been reviewed.

Grant Number:

04-A4321BY00 Contact your Grant Monitor Joyce Bradford at (804) 786-5665 for further information.
Menu Revise Request

Applications

View Budgets
< Return

Quarterly Reporting
View Status
Help

Return to Main
Menu

Click here to E-Mail
questions or for information:
Grants Web

OR here for FAQs: FAQs
View User's Guide {.pdf}

Related Links
DCJS Home Page

Grants Administraticn

Get Acrobat Reader

Figure 13 - Request For Funds Revise
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Grants Management Online Information System - Microsoft Internet Explor

Common\f\rgalth of View Instructions B
Virginia Request For Funds - Subgrants/Contracts
Department of Criminal Justice Services

805 East Broad Street
10th Floor Richmond, Viginia 23219

Request 1D Number: 3 Status: To Be Reviewed
SubgrantContract Mumber. 04-E34585A03 Date of Request; | 12/04/2003
D4-E34585A03 Federal Identification Mumber: 54600110301
Menu
Feriod Covered by this Request: From: | 07/01 » Year (2003 To: | 09730 Year: 2003
— oy | o [0 ] vear 005 |
View Bud Subgrantee/Contractor Mame Alex. Sex. Azsault Resp. & Awareness Prg
Quarterly Reporting Finance Officer Address 1: City of Alexandria
View Status Finance Officer Address 2: 301 King Street
Help Finance Officer Address 3: Rm 1600
Return to Main |Alexandria |ﬂ 22314
Menu

Drawdown Amount ‘ DCJS Federal Grant ‘ DCJS General Fund

Amounts Amounts

|
| Total Subgrantee Award (A) | |
| Less: Payments Previously received (B) | |
| (A-B) Avaliable Amount of Award (C) | |
| Less: Amount Mow Requested (D) | |
| (C-D} Remaining Grant Balance (E) | |

Click here to E-Mail questions

or for information: Grants Web

OR here for FAQs: FAQs As ofthe following date:|  12/04/2003 The Grant Program’s Cash On Hand is: $

View User's Guide [.pdf}
Related Links
DCJS Home Page

By submitting this form you sre certifying that 1jyou are the Finance Officer suthorized to sign/submit this reguest;
2jthe information above is comect; 2)expenditures will be made in accordance with the grant conditions; and 4)
Grants Administration payment is due and has not been previously reguested.

Get Acrobat Resder Financial Officer Name: Mr. Danigl A, Neckel

[Save ] [ Submit ] [ Reset]

[ |

Figure 14 - Request For Funds Revise Edit
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6.3 Interagency Transfer Requests

6.3.1 Entering an IAT

To request funds for a specified grant number, place your mouse over the “Applications” menu option
and select “Interagency Transfer”. Thispageisvery similar the original hard copy form mailed by
constituentsto DCJS. This page has be modified for the users to enter only their information required
by DCJS Grants Administration.

Aslong as al special conditions have been met or an extension granted, a Statement of Grant Award
(SOGA) has been received, aprevious Financial Report has been submitted (where applicable), and
the total amount expensed for the grant meets or exceeds the amount of funding received, this screen
will appear. Otherwise an error message will be displayed.

Thisform is automated so asto fill in fields on this form according to the grant number; such asthe
Federal ID Number and Agency Name information. The Total DCJS Share, Total Previous Requests
and Total Returned (if applicable) amounts are also filled in and calculated to display the available
amount of funds remaining on the grant. If any of thisinformation isincorrect, please contact DCJS
Grants Administration to have it changed.

The user will select if the IAT isaRequest or Return to DCJS, key in the Date, Agency Code (if
different from that shown), select the Reporting Period From and To dates and key in the years, fill in
the amount being requested now, and the form will automatically fill in specific fieldsin the grid
below. The user will then continue to fill in the necessary fields required and click the Submit button.
If arequested amount entered exceeds the amount available, a message will appear on screen to aert
the user.

Once al required datais entered, click on the Submit button. Once submitted, a copy of the IAT will
appear on screen to be printed and the IAT will now show on the “View Status/Vouchers’ screen.

The “Reset” button will clear the form completely to allow a user to start over.
If a Finance Officer submits areport, it will automatically be approved. If auser submitsit, an email

will be generated and sent to the user’ s Finance Officer. The Finance Officer will use this email to
enter the Grants Management Online Information System to approve the request.
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Grants Management Online Information System - Microsoft Internet Explorer.

Commonwealth Of
Virginia

Grant Number:
05-A00010T05

Menu
Applications

Wiew Budgets
Quarterly Reporting
Wiew Status

Help

Return to Main
Menu

Start Date:
07-01-2004

End Date:
06-30-2005

Clizk here to E-Mail questions
or for information: Grants ieb

OR here for FAGs: FAQs
Wiew Uzer's Guide [pdf)

Related Links
DCJS Home Page
Grants Administration
et Acrobat Reader

Frint Repaort
GRANTS INTERAGENCY TRANSFER INVOICE

O Request OR O Retumnto DCJS

Grant Number: FlrMz#: DatebiDDMN YY)
05-A00010T05 00000000000 03/30/2006

Agency Code: Agency Mame: Form 27 Req. #

DEPOSIT CERTIFICATE
Address:

Form 27 Amount

Full'vear O OR quarterly O

Eeporting Period

Year: I:I

Federal Funds

Total DCJS Share 96223.00
Less Previous Requests 3285400

From:

Year I:I

NOTE:SECTKI 8 OF THECORMO NIWEALTH OF VIRGINLA ACCHUNTING POLIIES AND PROCEDURES MANUAL LETS
Total Returned l:l TRANSA CDES AUTHOREED FOR USEOH THES MENT
Less This Reguest I:I
Balance 63369
FUND PROGRAN ; PROJECT
REVENUE
FFY AMCUNT

FUND DET PROG ] ELE SOURCE PROJECT T PH
[ ] N | | | | o | [

cosT

CaoE AGENCY REFERENCE DaTE GRANT DESCRIPTION
|:| | | [ 0302008 | |[05-Ano010T08 | || GMIS Online Training |

&

Figure 15 - Interagency Transfer Request/Return Entry Screen
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6.3.2 Interagency Transfer - Revise

If an IAT has previously been submitted, a message will appear to allow the user to revise the request.
By clicking on the “ Revise Request” button, the IAT form will appear with the submitted data.
Changes can be made to this data and resubmitted or saved.

& http:ffgrants. dcjs. virginia.gov - Grants Management Online Information System - Microsoft Internet Explorer.

Commonwealth Of Grant Request Denied

= A submitted requestis still pending. You may revise submitted request by clicking on the revise button belaw,
Ifthe previously submitted request has been denied (see View Status -= Vouchers) or a request has heen
submitted and waiting approval from the Finance Officer, this errar will aceur.

Mo further requests can be made until the previous request has heen reviewed,
Grant Number:

05-A00010T05
Contact Grants Administration for further information.

Menu

Applications
Wiew Budgets

Quarterly Reporting

Wiew Status

Help

Return to Main

Menu

Clizk here to E-Mail questions
or for information: Grants Web

OR here for FAGs: FAQs
Wiew Uzer's Guide [pdf)

Relsted Links
DCJS Home Page
Grants Administration
et Acrobat Reader

@ & Internet

Figure 16 - Interagency Transfer Revise
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http:ffgrants. dcjs. virginia.gov - Grants Management Online Information System - Microsoft Internet Explorer.

Commonwealth Of Frint Repaort
Virginia GRANTS INTERAGENCY TRANSFER INVOICE
Request 1D Mumber: .
® Reguest OR O Return to DCJS 1 Status: Meeds Finance Officer Approval
Grant Mumber: FlMz: Date(MMDDAYYY)
05-A00010T0S Qooaoooaaan 10/0652005
Code: Agency:

Grant Number: DEPOSIT CERTIFICATE

05-A00010T0S

Address:
Menu
Applications
Wiew Budgets
Quarterly Reporting Eeporting Period
View Status From: |01/ v vear |2005 To: | 03031 » vear: |2005
Help
Return to Main Federal Funds
Menu

Tatal DCJS Share
Less Previous Requests
Total Returned I:I
Less This Reguest

Balance

FUND PROGRAR
FFY
FUND DET PROG SUB ELE

N9OF THECOMMO NWEALTH OF VIRGINIE
ODESAUTHOREED FOR USECGN THES

DUNTING POLKCIES AND PROCEDURES MANUAL LETS
MENT

REVENUE PROJECT

SOURCE ARGUNT

PROJECT
Clizk here to E-Mail questions

Tk PH
or for information: Grants ieb | | | 15485_00| | 651 | l:l l:l

OR here for FAGs: FAQs

“iew User's Guide [pdf) gg‘g‘g AGENCY REFERENCE DATE GRANT DESCRIPTEN
Relzted Links
DCJS Home Fage | Federa | | 1omeszo05 | |[os-s0001070s | || GMIS Online Training |

Grants Administration

et Acrobat Reader -
Subrmit Feset

@ Done & Internst

Figure 17 - Interagency Transfer Revise 2
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6.4 Budget Amendment Requests

6.4.1 Budget Amendment Entry

Subgrantees may submit a Budget Amendment application by selecting Applications -> Budget
Amendment from the menu. All Budget Amendment requests are entered on this page. This page
mirrors the origina hard copy form mailed by constituents to DCJS Grants Administration.

Aslong as any previoudly filed Budgets have been approved, a new amendment may be entered. The
Original Budget and prior amendments must be completely approved or an error page will appear to
notify the user. No more than two (2) amendments may be entered per grant year.

When filling out an amendment, the user must key any changes to their budget into the appropriate
category row/funding column. The totals in the Revised Budget Requested table MUST match those
in the Latest Approved Budget. Otherwise an error will appear to aert the user.

All Budget Narratives should be attached to this form electronically. The narrative file MUST be
saved asa“.RTF, .TXT, .PDF, or .ZIP’ filein order to be attached. To submit the narrative, click on
the “Browse” button. Thiswill open awindow that will allow you to select your saved Budget
Narrativefile. Click onyour fileand click “Open”. Thiswill put the directory path and file name into
the Budget Narrative box.

After all data has been keyed and the narrative attached, the user may select the “ Save” or “ Submit”
button. If the “Save” button is clicked, the application will be saved with and status of “ Saved” and
the user will be allowed to come back to this page and make changes later. Thiswill NOT submit the
application to the Finance Officer or DCJS. If the “ Submit” button is clicked, the application will be
forwarded to the Finance Officer if the user is not an Approving Finance Officer or to DCJS if the
Approving Finance Officer has entered and submitted the application.

The “Reset” button will start the application process over.
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A Grants Management Online Information System - Microsoft Internet Explorer _‘ I 5

-

Commonwealth Of Wiew Instructions B
Virginia

Budget Amendment Request
Department of Criminal Justice Services
805 East Broad Street
Richmond, VA 23219

Srant Mamber: Subgrantes: DEPOSIT CERTIFICATE Grant Number: 04-A00040T04

04-A00040T04

— Title: GMIS Online Phase 2 Date]03/09/2004 |

Applications

View Budgets | LATEST APPROVED BUDGET

Quarterly Reporting Budget DCJS Funds Subgrantee Total

S Categories Federal General Cash In Kind Program

Help |A. Personnel | 45,000.00 | 28,000.00 | 0.00 | 0.00 | 73,000.00 | =

i |B. Consuitant | 0.00 | 0.00 | 0.00 | 0.00 | 0.00

Menu |c. Travel | 0.00 | 0.00 | 0.00 | 0.00 | 0.00
|D. Equipment | 30,000.00 | 15,000.00 | 0.00 | 0.00 | 45,000.00
|E.Indirect Cost | 0.00 | 0.00 | 0.00 | 0.00 | 0.00
|F. other | 0.00 | 0.00 | 0.00 | 0.00 | 0.00
|Tota| Project | 75.000.00 | 43.000.00 | 0.00 | 0.00 | 118.000.00
| REVISED BUDGET REQUESTED

Budget DCJS Fund: Subgrant
‘ Categories ‘ Federal : (?eneral ‘ Cashu i I?\elﬁnd ‘ Totals
|A. Personnel | [ 40000 | [ 23000 | | 0| | | 0| | [ s3000.00]
|B. Consultant | | 0|| | 0|| | 0|| | 0|| | 0.00]
|C.Trave| | | 0|| | 0|| | 0|| | 0|| | 0.00]
|D. Equipment | | 35000|| | 20000|| | 0|| | 0|| | s5000.00] |
|E. Indirect Cost | | 0|| | 0|| | 0|| | 0|| | 0.00]
F. Other ‘ l:l‘ | 0| | 0| | 0| | 0.00|
_ _ _ |Tota| Project | | 75000.00] | | 43000.00| | | 0.00] | | 0.00] | | 118000.00]
Click here to E-Mail questions

or for information: Grants Web
OR here for FAQs: FAQs

View User's Guide {.pdf}
Aftach your Budget Marrative here. Please upload only files that end in: pdf i f«f File names can be no longer than 30 characters

Related Links ) A . -
DCIS Home Page long including the file extension (characters after the ™)
Grants Administration |C:‘\My Data\Databases\GrI[ Browse...

Get Acrobat Reader

[Save] [ Submit ] [Reset]

=]

Figure 18 - Budget Amendment Entry
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Once an amendment has been submitted to the Approving Finance Officer or DCJS, afinal
amendment page will open displaying the requested changes and the file name of the Budget Narrative
attached to the application.

rants Management Online Information System - Microsoft Internet Explorer | |

Commonwealth Of Frint Report
Virginia
Budget Amendment Request
Department of Criminal Justice Services
805 East Broad Street
Richmaond, VA 23219

Grant Number:

04-A000407T04 Subgrantee: DEPOSIT CERTIFICATE Grant Number: 04-A00040T04
Title: GMIS Online Phase 2 Date:03-09-2004

Menu

Applications

View Budgets LATEST APPROVED BUDGET

Quarterly Reporting Budget DCJS Funds Subgrantee Total

S ——— Categories Federal General Cash In Kind Program

Help Personnel 45,000.00 28,000.00 0.00 0.00 73,000.00

Retumn to Main Consultant 0.00 0.00 0.00 0.00 0.00

Menu Travel 0.00 0.00 0.00 0.00 0.00
Equipment 30,000.00 15,000.00 0.00 0.00 45,000.00
Indirect Cost 0.00 0.00 0.00 0.00 0.00
Supplies/Other 0.00 0.00 0.00 0.00 0.00
Total Project 75,000.00 43,000.00 0.00 0.00 118,000.00

REVISED BUDGET REQUESTED
Budget DCJS Funds Subgrantee

Categories Federal General Cash In Kind Totals
Personnel 40,000.00 23,000.00 0.00 0.00 63,000.00
Click here to E-Wail questions Consultant 0.00 0.00 0.00 0.00 0.00
or for information: Grants Web Travel 0.00 0.00 0.00 0.00 0.00
OR here for FAQs: FAQs -
View User's Guide [pdf} Equipment 35,000.00 20,000.00 0.00 0.00 55,000.00
Related Links Indirect Cost 0.00 0.00 0.00 0.00 0.00
DS Homa Pags Supplies/Other 0.00 0.00 0.00 0.00 0.00
Grants Administration
Get Acrobat Reader Total Project 75,000.00 43,000.00 0.00 0.00 118,000.00

Budget Narrative Fife: Budget Amendment Narrative Text File.rif

Figure 19 - Budget Amendment Submitted
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6.4.2 Budget Amendment Revise

If auser other than the Approving Finance Officer submitted a Budget Amendment Application, the
amendment may be revised by selecting Applications -> Budget Amendment again. Thiswill display
anotification page stating that a previously submitted application is waiting for approval by the
Approving Finance Officer. The user may then click on the “ Revise Amendment” button to proceed.

‘A Grants Management Online Information System - Microsoft Internet Explorer

Commonwealth Of Budget Amendment Request Denied
Virginia

= Apreviously submitted Budget Amendment is awaiting approval by your Finance Officer. Click on the "Revise
Amendment” button to make changes to this Amendment.

Grant Number: Contact Grants Administration for further information.
04-AD0040T04 Revise Amendment

Menu

Applications

View Budgets

Quarterly Reporting
View Status
Help

Return to Main
Menu

Click here to E-Mail questions
or for information: Grants Web

OR here for FAQs: FAQs
View User's Guide {.pdf}
Related Links

DCJS Home Page

Grants Administraticn

Get Acrobat Reader

Figure 20 - Budget Amendment Revise
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When the revise screen opens, the data entered will be displayed along with the file name of the
Budget Narrative submitted. To revise the Budget Amendment, delete or key over any valuesin the
Revised Budget Requested table. The category and funding totals must match those in the Latest
Approve Budget.

If a Revised Budget Narrative needs to be submitted, click on the “Browse” button and select the
Budget Narrative from your computer. Again, thisfile must be saved asa“.RTF, .TXT, .PDF, or
ZIP’ file to be submitted with the application. This box can be left blank if the narrative has not been
changed.

Click on the “Save” button to save this application and come back to revise it later, or click the
“Submit” button to submit the application to your Approving Finance Officer or DCJS. The “Reset”
button will set the application back to the originally submitted data.

-2 Grants Management Online Information System - Microsoft Internet Explorer

Commonwealth Of View Instructions
Virginia
Budget Amendment Request
Department of Criminal Justice Services
805 East Broad Street
Richmond, VA 23219

Grant Number:

Subgrantee: DEFPOSIT CERTIFICATE Grant Number: 04-A00040T04
04-A00040T04
Title: GMIS Online Phase 2 Date:; 03/09/2004
Menu
Applications
View Budgets LATEST APPROVED BUDGET
Quarterly Reporting Budget DCJS Funds Subgrantee Total
S Categories Federal General Cash In Kind Program
Help A. Personnel 45,000.00 28,000.00 0.00 0.00 73,000.00
Return to Main B. Consultant 0.00 0.00 0.00 0.00 0.00
Menu C. Travel 0.00 0.00 0.00 0.00 0.00
D. Equipment 30,000.00 15,000.00 0.00 0.00 45,000.00
E. Indirect Cost 0.00 0.00 0.00 0.00 0.00
F. Other 0.00 0.00 0.00 0.00 0.00
Total Project 75,000.00 43,000.00 0.00 0.00 118.000.00

REVISED BUDGET REQUESTED
Budget DCJS Funds Subgrantee

Categories Federal General Cash In Kind Totals
A. Personnel 40000.00 23000.00 0.00 0.00 63000.00
B. Consultant 0.00 0.00 0.00 0.00 0.00
C. Travel 0.00 0.00 0.00 0.00 0.00
D. Equipment 35000.00 20000.00 0.00 0.00 55000.00
E. Indirect Cost 0.00 0.00 0.00 0.00 0.00
F. Other 0.00 0.00 0.00 0.00 0.00
Total Project 75000.00 43000.00 0.00 0.00 118000.00

Click here to E-Mail questions
or for information: Grants Web

OR here for FAQs: FAQs
View User's Guide {.pdf}
Related Links

Original Budget Narrative Submitted: Budget Amendment Narrative Text File.rtf

DCIS Home Page Aftach your Revised Budget Marrative here. Please upload only files that end in: pdf rif fxf

Grants Administraticn Browse...

Get Acrobat Reader
Save Submit Reset
Figure 21 - Budget Amendment Revise Edit
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7 Progress Reports

7.1.1 Uploading Progress Reports

This screen is used to upload Grant Progress Reports to the DCJS. The current reporting period of the
progress report to be uploaded will appear automatically on the screen.

Please enter or select the Progress Reports file to be uploaded in the box below and click the submit
button. To locate your file, click on the Browse button and navigate to the location of your file. Then
select it and click OK. Thiswill enter the path and filename of your file into the box. Only ONE file
may be uploaded each quarter. If multiple files need to be uploaded, merge them into one document.
This can be done using Word.

The following instructions come from the “Help” menu in Microsoft Word:
Insert another Word document into an open document

1. Click where you want to insert the second document.
2. Onthelnsert menu, click File.
3. IntheFile name box, enter the name of the file you want to insert.

Notes

o Toinsert only part of afile, click Range, and then type a bookmark name in the Range box.

« |If you want to organize and maintain several related documents in one document, create a
master document.

Use the “Help’” in Microsoft Word for additional information.

*** P ease upload only filesthat end in .pdf, .rtf, .txt, .zip

File names can be no longer than 30 characters long including the file extension (characters after the
".") Please do not include any spaces or special characters (i.e. "&,/, periods, commas, etc..) in your
file names. Only one file can be uploaded per reporting period. Please merge multiple documents into
onefile.

After the file has been uploaded successfully atable will appear below with the file name, type,
reporting period, date received, and who submitted the file. If a previous report has been uploaded this
table will appear the when the next file is uploaded. A new record will be added to the this table with
each upload to notify the user that the files have been uploaded successfully.
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= http:{ffgrants. dcjs.virginia.gov - Grants Management Online Information System - Microsoft Internet Explorer

Commonwealth OF Grant Files Upload Screen
Virginia

This soreen Is used (o upload Grant Progress Reports to the DCUS. Please enter or select the Progress Reparts
flie to he uploaded in the hax below and click the submit button. Ta lacate your file, ciick an the Browse butian
and navigate ta the location of your flle. Then select it and click OK. This will enter the path and fliename of your
flie Into the hox.

Flie Type to Uploadt
Progress Reports

Reporting Period:

Grant Number:
05-A00010T05

Menu 06/30/2005

Applications

Wiew Budgets

Quarterly Reporting Attach Grant File here. ™ Please upload only files that end in: . pdf ff d 2l

Wi St File names can be no longer than 30 characters long including the file extension (characters after the ".") Please
do not include any spaces or special characters (i.e. "&/, periods, commas, etc..) inyour file names. Only one file

Help can be uploaded per reporting period. Please merge multiple documents into one file. For more assistance on

Return to Main uploading/merging files, please see the GMIS Onling User's Manual. (Click on the link in the bottom left corner to

Menu access the manual.) Help is also available using the Microsoft Word Help feature, look up "merge".

For Instrustions on Uploading your file, click here.

Browse...

Uploaded Files
File Mame File Type Reparting Period |Date Received Submitted By

ProgressReports.of Progress Reports | 12/31/2004 050652005 | grantsadrmin

Clizk here to E-Mail questions

or for information: Grants Web Attendeelist td Frogress Reports | 03/31/2005 07/13/2005  |grantsadrnin
OFR here for FAQs: FAQs

Wiew Uzer's Guide [pdf)

Relsted Links
DCJS Home Page
Grants Administration
et Acrobat Reader

@ Done 0 Inkternet

Figure 22 - Progress Report Uploads

29



Department of Criminal Justice Services, Grants Management Online Information System  3/30/2006

8 Finance Officer Approval Process
8.1 Quarterly Financial Reports

8.1.1 Approval Email

When a user submits a Quarterly Financial Report or Request For Funds, an email is generated and
sent to their Finance Officer to alert them of areport requiring approval.

™ RE: Financial Report for Grant - 03-18580VWO2 - Victim Witness Program - Message (Plain Text)
J File Edit Wiew Insert Format Tools Actions Help

|=3end | @G 4 2@ RO B ! 4 [E &l . A ST =E = =
To... | IGrantsWeb@dcjs.state.va.us
Cc... ||
Subject: IRE: Financial Report for Grant - 03-I8580YW0Z - Yickim Witness Program
=l

Dear <Financial Officer Name>:

The financial report for GrantNuwber 03-I8550VW0Z Reporting Period 9/30/2002
has been submitted.

Please click here to log on to the Grants Management Internet 3ystem —>
http://grants.dejs.state.va.us/ login., cfm?ID=2
to approve it as soon as possible.

Four approval is necessary for the final submission and further processing of this report.
Thank you for your consideration.

Department of Criminal Justice Services
Grants Ldwinistration.

Figure 23 - Finance Officer Approval Notification Email
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8.1.2 Quarterly Financial Report Review/Approval

The Finance Officer will click on the link in the email which will open an internet browser window to
the Grants Management Online Information System login screen. After the Finance Officer logsin,
the submitted report or form will appear for their review. The Finance Officer will click “Approve’ to
submit to report to the DCJS or “Deny” to send an email response back to the user.

A copy of thisreport can be printed by clicking on the “ Print Report” link at the top of this screen.

42l Grants Management Online Information System - Microsoft Internet Explorer
False
Print Report
Quarterly Financial Report
Status: Submitted - Natification has heen sentta your Financial Officer.
Grant Number Subgrantee Project Title
02-D3152WA01 Suffolk Domestic Violence Investigator
Date
Reporting Period Final Report Report Date Project
Completed
06/30/2002 Mo 07/1/2002
Quarterly Expenditures
Budget DCJS Funds Subgrantee Total
Categories Federal State Match Program
Personnel 582553 \ $0.00 §10,236.98 $11,062.51

\ Cansultant [ 50.00 \ $0.00 \ $0.00 \ 50.00
\ Travel [ $14.40 \ $0.00 \ $170.55 \ $182.95
\ Equipment [ 50.00 \ $0.00 \ $0.00 \ 50.00
\ Indiract Cost [ 50.00 \ $0.00 \ $0.00 \ 50.00
\ SuppliesiOther [ 50.00 \ $0.00 \ $0.00 \ 50.00
\ Total [ 5839.93 \ $0.00 \ 10,415.53 \ §11,255.46
\ Grant Obligations this Quarter

Budget DCJS Funds Subgrantee Total

Categories Federal State Match Program
\ Persannel \ 50.00 [ $0.00 \ $0.00 [ $0.00
\ Consultant \ §0.00 [ $0.00 \ §0.00 [ §0.00
\ Travel \ §0.00 [ $0.00 \ §0.00 [ §0.00
\ Equipment \ §0.00 [ $0.00 \ §0.00 [ §0.00
\ Indirect Cost \ §0.00 [ $0.00 \ $0.00 [ §0.00
\ SuppliesiOther \ §0.00 [ $0.00 \ $0.00 [ §0.00
\ Total \ §0.00 [ $0.00 \ $0.00 [ §0.00
‘ Cash On Hand this Qruarter
Total
Federal State °
Program
\ Cash On Hand ($839.93) $0.00 ($839.93)
Approve | Deny | YTD View |
I |

Figure 24 - Approve Quarterly Financial Report View

After reviewing the report, the Finance Officer can approve it by clicking the “ Approve” button, deny
it with the “Deny” button, or view the Y ear-To-Date Cumulative report by clicking the“YTD View”
button.
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8.1.3 Year-To-Date Cumulative View

The Finance Officer can view aY ear-To-Date report that will display the Y ear-To-Date expenses,
current obligations, and current cash on hand. If arefund is owed to the locality or due to DCJS
Grants Administration, an alert will appear at the top of this screen. This screen is the same asthe

Y ear To Date Cumulative Verification Report the users get after entering or revising afinancial report.

A copy of this report can be printed by clicking on the “Print Report” link at the top of this screen.

4 Grants Management Online Information System - Microsoft Internet Explorer

Print Report

This is your Grant Expenses-To-Date Cumulative Expenses, Obligations, and Cash ©n Hand. Ifthe totals on this page are incorrect, click on on the Revise hutton at the bottorn of the page and check the Guarterly data you
entered.

Grant Expenses-To-Date Cumulative Verification Report

Grant Number Reporting Period Project Title
02-D3152WA01 63072002 Domestic Violence Investigator
Report Date Project Completed Final Report

I 0711172002 Mo

Status: Submitted

Grant Expenses-To-Date
DCJS Funds |

Budget ‘ Subgrantee | Total

\

‘ Categories Federal General Match Program

‘ Consultant ‘ | o | [ o0 | [ ] | | $0.001

| Equpment | [— [ —  wm

‘ Indirect Cost ‘ [ w | [T | [ | 50.00
Personnel [ amziz [T T 522,713.48

SuppliesiOther

[T

$0.00

\ndlrectCnst|

—

Travel I 82.08 oo 302.82 $385.00
‘ Total ‘ I 4994.21 | oo | 110518 | $23,099.39
\ Grant Obligations as of this Reporting Pericd
Budget DCJS Funds Subgrantee Total
Categories Federal General Match Program
‘ Personnel | | i | | 00 | | 00 ‘ | $0.00
‘ Travel| oo | I oo | i} ‘ $0.00

$0.00

Equiprnent oo I oo oo $0.00
Consultant oo I oo oo $0.00

Supplies/Other

$0.00

Quarterhy View

Figure 25 - Year-To-Date Cumulative Approval View

‘ Tu(al| 0 | | 00 | 00 ‘ $0.00
\ Cash On Hand for this Reporting Period
‘ Federal ‘ State ‘ Total
Program
‘ Cash On Hand ‘ -830.83 ‘ | 00 ‘ | (5538.93)
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8.1.4 Quarterly Financial Report Approved

When the report has been approved, an approval notification will appear and the report will be
automatically registered in the DCJS Grants Administration system. The user must then log out if they
need to re-enter GMIS Online. This screen will also appear if the report has been previously
approved.

A Grants Management Online Information System - Microsoft Internet Explorer

Cormmorwezltth OF
Virginia

Financial Report Approved

The Quarterly Financial Repoart for Grant Mumber: 02-D3152vA01, Repoarting Period 6/30/2002
has heen approved and submitted to Grants Administration, Department OF Griminal Justice Services.

Click hers to E-Mall qus riant
ar for Information: G rEas kb

oty Unsr*s Gulds [ pat)
Ralgted Linky
DS Home Fage
G A st
Getombat Reak

Logout

Figure 26 - Quarterly Financial Report Approved
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8.2 Request For Funds

8.2.1 Approval Email

When auser submitsa Request For Funds, an emall is generated and sent to their Approving Finance
Officer to alert them of arequest requiring approval. The Approving Finance Officer will click on the
link in the email to approve or deny the request.

™ Request For Funds Application for Grant - 04-E34585A03 - Sexual Assault Response and Awareness - Message (Plain Text)

File Edit View Insert Format Tools Actions Help
CyReply | fHReply to Al | W Forward | Sh ¥y YK - w- @ -

From: Johnson, Beverly Sent: Mon 10/27/2003 2:15 PM
To: Alvis, Cheryl
(T Alvis, Cheryl

Subject: Reguest For Funds Application for Grant - 04-E34585A03 - Sexual Assault Response and Awareness

Dear Mr. Daniel A. Heckel:

L Reqguest For Funds Application for GrantMNumber 04-E34585L03 Reporting Period 12/31/2003
has been submitted.

Please click here to log on to the Grants Management Internet System ->
http://159.169.154.35/1ogin.cfm?ID=737
to approve it as soon as possible.

Your approval is necessary for the final submission and further processing of this report.

Thank you for your consideration.

Department of Criminal Justice Services
Grants Administration.

Figure 27 - Request For Funds Notification Email
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8.2.2 Request For Funds Review and Approve/Deny

The Finance Officer will click on the link in the email which will open an internet browser window to
the Grants Management Online Information System login screen. After the Finance Officer logsin,
the submitted report or form will appear for their review. The Finance Officer will click “Approve’ to
submit to request to the DCJS or “Deny” to send an email response back to the user.

A copy of this report can be printed by clicking on the “Print Report” link at the top of this screen.

A Grants Management Online Information System - Microsoft Internet Explorer

Print Report
Request For Funds - Subgrants/Contracts
Department of Criminal Justice Senvices
805 East Broad Street
10th Floor Richmond, Viginia 23219
SubgrantContract Mumber. 04-E34585A03 Date of Request: 10/27/2003
Federal Identification Mumber: 54600110301
Feriod Covered by this Request: From: 07/01/2003 To: 12/31/2003
Subgrantee/Contractor Name Alex. Sex. Aszault Resp. & Awareness Prg
Finance Officer Address 1: City of Alexandria
Finance Officer Address 2: 301 King Street
Finance Officer Address 3: Rm 1800
Alexandria WA 22314-
Drawdown Amount DCJS Federal Grant DCJs General Fund
Amounts Amounts
Total Subgrantee Award (A) 85204.00 16835.00
Less: Payments Previously received (B) 0o 0o
(A-B) Avaliable Amount of Award (C) 85204 16835
Less: Amount Now Requested (D) 42683.00 8220.00
(C-D) Remaining Grant Balance (E) 42521 86158
As ofthe following date: 10/27/2003 The Grant Program's Cash On Hand is: 5.00
Logout

Figure 28 - Finance Officer Request for Funds Approval Screen
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8.2.3 Request For Funds Application Approved

When the request has been approved, an approval notification will appear and the report will be
automatically registered and waiting for approval by DCJS Grants Administration. The user must then
log out if they need to re-enter GMIS Online. This screen will also appear if the report has been
previously approved.

-2 Grants Management Online Information System - Microsoft Internet Explorer

Commenwealth OF
Virginia

Request For Funds Approved

The Request for Funds for Grant Number: 04-E3458SA03. Reporting Period 12/31/2003
has been approved and submitted to Grants Administration, Department Of Criminal Justice Services.

Click here to E-
Mail questions or
for information:

Grants Web

OR here for FAQs:

FAQs

r;“f‘b' User's Guide Logout

Related Links
DCJS Home Page

Grants
Administration

Get Acrobat Reader

Figure 29 - Request for Funds Approved by Finance Officer
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8.3 Interagency Transfer Request

8.4 Approval Email

B InterAgency Transfer Requests for Grant - 05-A00010T05 - GMIS Online Training - Message (Plain Text)

i Fle Edt ‘fiew Insert Format  Tools  Actions  Help

£ CaReply | CgReptyto | Forward | o X G| X |- oA @

From: Grantsweb@dcjs, virginia.gov Sent:  Thu 10/6/2005 1:21 PM
To: Alwis, Cheryl
o Alvis, Cheryl

Subject:  InterAgency Transfer Requests for Grant - 05-A00010TOS - GMIS Online Training

Dear Ms. Janice Waddy:
in Interagency Transfer Regquest Application for GrantMNumber 05-A00010T05 Reporting Period 03/31/2005 has heen submitted.
Please click here to log on to the Grants Management Internet 3ystem —>

http://grants.dejs.virginia.gov/ login. cfm?ID=5333
to approve it as soon as possible.

FYour approval is necessary for the final submission and further processing of this report.
Thank wyou for your consideration.

Department of Criminal Justice Services
Grants Administration.
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8.5 Budget Amendments

8.5.1 Approval Email

If auser has submitted a Budget Amendment, an Approving Financial Officer must approveit. The
Approving Finance Officer will receive an email to notify them of an amendment waiting for their
approval. They must then click on the provided link in the email to approve or deny the Budget
Amendment.

™ FW: Budget Amendment Application for Grant - 04-ADD040T04 - GMIS Online Phase 2 - Message (Plain Text) - Unicode (UTF-8)

File Edit View Insert Format Tools Actions Help

GgReply | CRReply to Al | W Forward | & LAENELA P SR e @ .

From: Johnsan, Beverly Sent: Fri 3/5/2004 3:35 PM
To: Alvis, Cheryl
Cc

Subject: FW: Budget Amendment Application for Grant - 04-A00040T04 - GMIS Online Phase 2

Dear Ms. Janice Waddy:

A Budget Amendment Application for GrantMumber 04-400040T04
has been submitted.

Please click here to log on to the Grants Management Internet System -=
http-//dev dcjs state va usfgrants/login cfm?ID=880
to approve it as soon as possible.

Your approval is necessary for the final submission and further processing of this report.
Thank you for your consideration.

M Department of Criminal Justice Senices
Grants Administration.

Figure 30 - Budget Amendment Notification Email
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8.5.2 Budget Amendment Review and Approve/Deny

The Finance Officer will click on the link in the email which will open an internet browser window to
the Grants Management Online Information System login screen. After the Finance Officer logsin,
the submitted report or form will appear for their review. The Finance Officer will click “Approve” to
submit to amendment to the Grant Monitor or “Deny” to send an email response back to the user.

The Budget Narrative file name submitted with the Budget Amendment application will appear below
the amendment. Click on the narrative file name to open and view it.

A copy of this report can be printed by clicking on the “ Print Report” link at the top of this screen.

A http://dev.dcjs.state.va.us/grants/BudgetAmendmentOfficerEdit.cfm?Grant=04-A00040T04&BudgetlD=2 - Microsoft Internet Explorer

File Edit View Favorites Tools Help o
QBack - O - d \ELI ;\J /..- ) Search ‘:1\?’ Favarites @Media 6’-‘? T &g = ‘i‘i
address | &] http:/fdev.ddjs.state.va.us arants BudaetAmendmentOfficerEdit. cim?Grant=04-A00040T048BudgeD=28CFID=387714CFTOKEN= v | |54 Go  Links . Earthiink = v @DISABLED
-
Budget Amendment Request
Department of Criminal Justice Senvices
805 East Broad Street
Richmond, VA 23219
Subgrantee: DEFPOSIT CERTIFICATE Grant Number: 04-A00040T04
Title: GMIS Online Phase 2 Date:03-09-2004
LATEST APPROVED BUDGET
Budget DCJS Funds Subgrantee Total
Categories Federal General Cash In Kind Program
Personnel 40,000.00 23,000.00 0.00 0.00 £3,000.00
Consultant 0.00 0.00 0.00 0.00 0.00
Travel 0.00 0.00 0.00 0.00 0.00
Equipment 35,000.00 20,000.00 0.00 0.00 55,000.00
Indirect Cost 0.00 0.00 0.00 0.00 0.00
Supplies/Other 0.00 0.00 0.00 0.00 0.00
Total Project 75,000.00 43,000.00 0.00 0.00 118,000.00
REVISED BUDGET REQUESTED
Budge_t DCJS Funds Subgrantee ) Totals
Categories Federal General Cash In Kind
Consultant 0.00 0.00 0.00 0.00 0.00
Equipment 35,000.00 20,000.00 0.00 0.00 55,000.00
Indirect Cost 0.00 0.00 0.00 0.00 0.00
Personnel 40,000.00 23,000.00 0.00 0.00 £3,000.00
Supplies/Other 0.00 0.00 0.00 0.00 0.00
Travel 0.00 0.00 0.00 0.00 0.00
Total Project 75,000.00 43,000.00 0.00 0.00 118,000.00
Click here to view your Budget MNarrative
Budget Amendment Marrative Text File.rf
| Logout
v
Iﬂﬂ Done  Internet

Figure 31 - Finance Officer Budget Amendment Approval Screen
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8.5.3 Budget Amendment Application Approved

When the Budget Amendment has been approved, an approval notification will appear and the
application will be automatically registered and waiting for approval by the Grant Monitor. The user
must then log out if they need to re-enter GMIS Online. This screen will also appear if the report has
been previously approved.

' Grants Management Online Information System - Microsoft Internet Explorer

File Edit View Favorites Tools Help 4’
. — n im
. ) e } : 3. 1 Y
e Back </ \ﬂ @ { lj 7 Search 1. Favorites @Medla {‘} 2 = _] 5
Address |ﬁj http: //dev.dcjs.state. va.us/grants/BudgetAmendmentApproved. cfm?approved =0 V| Go Links ** Em“l w @ DISABLED

Commenwealth OF
Virginia

Budget Amendment Application Approved

The Budget Amendment Application for Grant Number: 04-A00040T04, has been approved and submitted to Janice Waddy at the
Department Of Criminal Justice Services.

You may contact Janice Waddy via email here: jwaddy@dcjs.state va.us

Click here to E-
Mail questions or
for information:

Grants Web

OR here for FAQs:

FAQs

r;“f‘b' User's Guide Logout

Related Links
DCJS Home Page

Grants
Administration

Get Acrobat Reader

@ Done  Internet

Figure 32 - Budget Amendment Approved by Finance Officer
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8.5.4 Approval Email back to User

After the Finance Officer has approved the Budget Amendment, the initiating user will receive an
email notifying them that the application has been approved and submitted to the Grant Monitor.

™ Financial Report for Grant - 04-A00040T04 - Message (Plain Text) - Unicode (UTF-8)

File Edit View Insert Format Tools Actions Help
CyReply | fHReply to Al | W Forward | Sh ¥y YK - w- @ o

From: Alvis, Cheryl Sent: Tue 3/9/2004 10:38 AM

To: Alvis, Cheryl
G
Subject: Finandal Report for Grant - 04-A00040704

[l

Dear Ms. Janice Drew

The Budget Amendment for GrantNumber 04-A00040T04 has been
approved by your Finance Officer and submitted to your Grant Monitor.

If you have any questions, please email your Grant Monitor:jwaddy@dcjs.state.va.us

Department Of Criminal Justice Senices
Grants Administration

Figure 33 - Approved Budget Amendment Email from Finance Officer
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8.5.5 Approval Email from Grants Administration to Financial Officer

After the Budget Amendment has been approved by both the DCJS Grant Monitor and DCJS Grants
Administration, the following email will be sent to the Approving Finance Officer.

™ Budget Amendment Application for Grant - 04-A00040T04 - GMIS Online Phase 2 - Message (Plain Text) - Unicode (UTF-8)

File Edit View Insert Format Tools Actions Help
CyReply | fHReply to Al | W Forward | Sh ¥y YK - w- @ o

From: Alvis, Cheryl Sent: Wed 3/31/2004 3:01PM

To: Alvis, Cheryl
G
Subject: Budget Amendment Application for Grant - 04-A00040T04 - GMIS Online Phase 2

Dear Ms. Janice Waddy:

The Budget Amendment Application for GrantNumber 04-A00040T704
has received final approval by DCJS Grants Administration.

You may view the information submitted by your Grant Monitor, Janice Waddy, by looking under
View Status -» Budget Amendments.

Please pose any questions to your Grant Monitor at their email address: jwaddy@dcjs.state va.us.

Department of Criminal Justice Sewvices
Grants Administration.

Figure 34 - Final Approval Email
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9 Email Report Denial

9.1 Quarterly Financial Report Denial Email Response

If the Finance Officer does not approve the report and clicks on “Deny”, an email screen will open to
send the user aresponse as to why the report was denied. A valid user email should be entered into
the “TO:” box and the Finance Officers email entered into the “FROM:” box. The“SUBJECT:” is
automatically filled in but can be changed.

Once a message to the user is entered, the Finance Officer will click “Send” to send the email to the
originating user. This screen can be aborted by clicking “Cancel”.

A Crants Management Online Information System - Microsoft Internet Explorer

T EeeeeeeeeETETETETGTEGEGEGEGEGEGEGEGESESELSEGEGEGEGEGEGEESESSERTE
Quarterly Financial Report Response EMail

Add vour comments to the text area below and click submit to send this email to the user.

TO [

FROM. |

SUBJECT: |02-D3152VAD1 Cuarerly Financial Report

MESSAGE BODY

Send Cancel

Figure 35 - Email Quarterly Financial Report Denial
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9.2 Request For Funds Denial Email Response

If the Finance Officer does not approve the request and clicks on “Deny”, an email screen will open to
send the user aresponse as to why the report was denied. A valid user email should be entered into
the “TO:” box and the Finance Officers email entered into the “FROM:” box. The“SUBJECT:” is
automatically filled in but can be changed.

Once a message to the user is entered, the Finance Officer will click “Send” to send the email to the
originating user. This screen can be aborted by clicking *“ Cancel”.

2 Grants Management Online Information System - Microsoft Internet Explorer

Mr. Daniel A. Neckel
04-E34585A03 Request For Funds Application

L]
w
(Send | [ Cancel

Figure 36 — Email Request for Fund Denial
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9.3 Budget Amendment Denial Email Response

If the Finance Officer does not approve the amendment and clicks on “Deny”, an email screen will
open to send the user aresponse as to why the report was denied. A valid user email should be entered
into the “TO:” box and the Finance Officers email entered into the “FROM:” box. The“SUBJECT:”
isautomaticaly filled in but can be changed.

Once amessage to the user is entered, the Finance Officer will click “Send” to send the email to the
originating user. This screen can be aborted by clicking “ Cancel”.

A Grants M ment Online Information System - Microsoft Internet Explorer

File Edit View Favorites Tools Help

Q- © A @ G Psowr Jorown: @uee @ -5 =) B

Address | @] http://dev.dcjs.state. va.us/grants/ReplyEmail, cfm a Go | Links * PO ke v @DISABLED

jdrewdcjs.state va.us
Ms. Janice Waddy
04-A00040T04 Budget Amendment Application

[
w

] Done L @ mtemet |

Figure 37 - Email Budget Amendment Denial
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10 View Status

10.1 Quarterly Reports

To view asummarized listing of all Quarterly Financial Reports submitted, select “View Status ->
Quarterly Reports” from the menu. All submitted Quarterly Financial reports, the total amounts from
those reports, approval status, and revision status or date of revision are shown on this page.

If no Quarterly Financial Reports have been submitted, a message would appear on this screen stating
that there have not been any Quarterly Financial Reports submitted for the selected Grant Number.

By clicking on the Reporting Period links, the financial report for the Report Period selected will be
displayed for viewing only (Figure 17).

A copy of thisform can be printed by clicking on the “Print Report” link at the top of this screen.

A Grants Management Online Information System - Microsoft Internet Explorer

Commonwealth Of Print Form

monuves Erint Form

- Quarterly Financial Reports itted/Approved
Grant Number: 02-B3ES9AD01 Project Marme Project SOAR
Grant Number:
04-A00050T04

Menu List of Submitted Reports for

— Grant Number 02-B3659AD01
Applicstions
T |Reporting Period |Date Submitted | Total Expenses | Total Obliyations | Approved |Revised Date
Fe Rt 12211200 [oizeizooz 1822228 oo [ves [vot Revised
i R [oararznoz 3684720 [an1a.18 es [hiot Revised
Help 813072002 [o7n7rao0 [25964.59 [1257.98 ['res |2002-08-1910:32:56
Return to Main You may view a submitted Financial report by clicking on a Reporting Period
Menu

All Quarterly Financial Reports submitted for this Grant appear an this screen.

Cantact Grants Administration far further information

Click hers to E-Mall quarant
or for intarmaton: G @xe kb

it U Bar 0 GUlda [ paT)
Ralated Linky

DCJS Heme Rage
R T -
GETACIAt Reate

Figure 38 - Quarterly Financial Report Status
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A copy of the Quarterly Financial Report report can be printed by clicking on the “ Print Report” link
at the top of this screen.

To return back to this page, click the “Go Back” button at the bottom of this screen.

osoft Internet Explorer
Commonwealth Of Print Report
Virginia

Quarterly Financial Report

Status: Approved

Grant Number Subgrantee Project Title
04-A00040T704 DEFOSIT CERTIFICATE  GMIS Online Phase 2
Grant Number: Date
04-AD0040T04 Reporting Period Final Report Report Date Project
Completed
Menu 09/30/2003 Mo 01/06/2004
Applications
HETEE A Quarterly Expenditures
Quarterly Reporting Budget DCJS Funds subgrantee Total
View Status Categories Federal State Match Program
Help Fersonnel $27,650.00 $18,445.00 $0.00 $46,095.00
5:*:;"‘0 Main Consultant $0.00 $0.00 $0.00 $0.00
Travel $0.00 $0.00 $0.00 $0.00
Equipment $17,500.00 $10,480.00 $0.00 $27,980.00
Indirect Cost $0.00 $0.00 $0.00 $0.00
Supplies/Other $0.00 $0.00 $0.00 $0.00
Total $45.150.00 $28,925.00 £0.00 $74,075.00
Grant Obligations this Quarter
Budget DCJS Funds Subgrantee Total
Categories Federal State Match Program
Personnel $0.00 $0.00 $0.00 $0.00
Consultant $0.00 $0.00 $0.00 $0.00
Travel $0.00 $0.00 $0.00 $0.00
Equipment $0.00 $0.00 $0.00 $0.00
Indirect Cost §0.00 §0.00 §0.00 §0.00
Supplies/Other $0.00 $0.00 $0.00 $0.00
Total £0.00 50.00 50.00 $0.00

Click here to E-Mail questions
or for information: Grants Web

OR here for FAGSs: FAQs
View User's Guide (.pdf}
) Total
Related Links Federal State
DCJS Home Fage Program

Grants Administration Cash On Hand ($45,150.00) ($28,925.00) ($74,075.00)

Get Acrobat Reader

Cash On Hand this Quarter

[ GoBack |[ YTD View |

54|

Figure 39 - Quarterly Financial Report Status View
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2l Grants Management Online Information System - Microsoft Internet Explorer

Commonwealth Of Print Report
Virginia
This is your Grant Expenses-To-Date Cumulative Expenses, Obligations, and Cash On Hand. If the totals on this page are incorrect,
click on on the Revise button at the bottom of the page and check the Quarterly data you entered.
Federal Voucher-0
Grant Expenses-To-Date Cumulative Verification Report
Grant Number Reporting Period Project Title
04-AD0040T04 09/30/2003 GHIS Online Phase 2
04-A00040TO4 Report Date Project Completed Final Report

ens —

S A Status: Approved

View Budgets

Sarterly Reperting | Grant Expenses-To-Date

Whmm S Budget DCJS Funds Subgrantee Total B

= Categories Federal General Match Program

Return to Main | Consutant| | 0.00|| | 0.00|| | 0.00|| | 50.00

Hens | Equipment | 17500.00|| | 10430.00|| | 0.00|| | $27,980.00]
| |ncirec1<:ost| | 0.00|| | 0.00|| | 0.00|| | 50.00
| Personnel | | 27650.00] | | 18445.00| | | 0.00| | | $46,095.00
| Supplies/Other | | 0.00| | | 0.00| | | 0.00| | | 50.00]
| Travel | | 0.00|| | 0.00|| | 0.00|| | 50.00
| Total | | 45150.00] | | 2s925.00| | | 0.00| | | $74,075.00|
| Grant Obligations as of this Reporting Period
‘ Budget ‘ DCJS Funds Subgrantee ‘ Total

Categories Federal General Match Program

| Consultant | | 0.00] | | 0.00] | | 0.00| | | 50.00
‘ Equipment ‘ | 0.00] ‘ | 0.00] ‘ | 0.00 ‘ | 50.00|
| Indirect Cost| | 0.00|| | 0.00| | | 0.00|| | 5000 _
| Personnel | | 0.00] | | 0.00] | | 0.00| | | 50.00
| Supplies/Other | | 0.00] | | 0.00] | | 0.00| | | 50.00
| Travel | | 0.00] | | 0.00] | | 0.00| | | 50.00
| Total | | 0.00] | | 0.00] | | 0.00| | | 50.00

Click here to E-Mail questions

or for information: Grants Web

OR here for FAQs: FAQs | Cash On Hand for this Reporting Period

View User's Guide {.pdf} Total

Related Links ‘ Federal State Program

DCJS Home Fage

Grants Administistion | CashOn Hand| [ 451 50.00|| | -23925.00|| | (s74,075.00)

Get Acrobat Reader

Quarterly View o

Figure40 - YTD Financial Report Status
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10.2 Vouchers

A listing of all voucher requests that have been approved and sent out can be viewed by selecting
“View Status-> Vouchers’ from the menu. The Reporting Period of the Voucher, date of the voucher
request, amount of the voucher (broken down by Federal and State), approval status, and date of the
Batch submitted are listed here. If avoucher request has been denied, an explanation will be given in
the Reason column.

@ Grants Management Online Information System - Microsoft Internet Explorer

Commonwealth Of Print Form
Virginia Vouchers Approved/Disbursed

Grant Number: 04-A00040T04 Froject Mame: GMIS Online Phase 2
Grant Number: Total Budget: Federal-§ 75.000.00 State - $ 43.000.00
04-A00040T04 Total Funds Available: Federal - $ 75.000.00 State-§ 43.000.00
Menu
Applications
Repomng Date of JRequested|Requested
==
Quarterly Reporti
b i 09/30/2003 | 0212412004 |45000.00 |28000.00 |No A To Be Reviewed
View Status Frocessed
Help
Return to Main
Menu

All funding requests submitted for this Grant appear on this screen.

Contact Grants Administration for further information.

Click here to E-Mail questions
or for information: Grants Web

OR here for FAQs: FAQs
View User's Guide {.pdf}
Related Links
DCJS Home Fage
Grants Administraticn

Get Acrobat Reader

Figure 41l - VouchersPaid View
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If a Request For Funds was filed in GMIS Online, the request may be viewed by clicking on the
Reporting Period link. If arequest was made prior to the release of Phase 2 of GMIS Online, an dert
will appear on the screen after clicking on the Reporting Period link.

A copy of thisform can be printed by clicking on the “Print Report” link at the top of this screen.

Grants Management Online Information System - Microsoft Internet Explorer

Commonwealth Of Print Report
Virginia Request For Funds - Subgrants/Contracts
Department of Criminal Justice Services

805 East Broad Street
10th Floor Richmond, Viginia 23219

Status: To Be Reviewed

Grant Number:
Subgrant'Contract Mumber. 04-A00040T04 Date of Request: 02/24/2004
04-A00040T04
Federal Identification Mumber: 00000000000
Menu Feriod Covered by this Request: From: 07/01/2003 To: 09/30/2003
aenlications Subgrantee/Contractor Name DEPOSIT CERTIFICATE
SEVENTAS Finance Officer Address 1: 805 East Broad Street
Quarterly Reporting
Finance Officer Address 2:
View Status
Finance Officer Address 3:
Help
Return to Main Richmond WA 23218
Menu
Drawdown Amount DCJ5 Federal Grant DCJS General Fund
Amounts Amounts
Total Subgrantee Award (A) T75000.00 43000.00
Less: Payments Previously received (B) 0.00 0.00
(A-B) Avaliable Amount of Award (C) 75000 43000
Less: Amount Now Requested (D) 45000.00 28000.00
(C-D) Remaining Grant Balance (E) 30000 15000

X . X As ofthe following date: 09/30/2003
Click here to E-Mail questions
or for information: Grants Web Go Back
OR here for FAQs: FAQs
View User's Guide [.pdf}
Related Links
DCJS Home Page

Grants Administraticn

The Grant Program’s Cash On Hand is: $0.00

Get Acrobat Reader

Figure 42 - Request For Funds Status
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If no voucher requests have been received by Grants Administration or entered, a message will appear
on this screen to alert the user.

-2 Grants Management Online Information System - Microsoft Internet Explorer

Commonwealth Of Print Report
Virginia Request For Funds - SubgrantsiContracts

Department of Criminal Justice Services

805 East Broad Street
10th Floor Richmond, Viginia 23219

The reporting period you have selected was not originally entered online and cannot be viewed here.
Grant Number:

04-E34605A03

Menu
Applications

View Budgets
Quarterly Reporting
View Status

Return to Main

Click here to E-Mail questions
or for information: Grants Web

OR here for FAQs: FAQs
View User's Guide {.pdf}
Related Links
DCJS Home Fage
Grants Administraticn

Get Acrobat Reader

Figure 43 - Request for Fundsfiled prior to Phase 2
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10.3 Budget Amendments

To find out the status of an entered Budget Amendment, select View Status -> Budget Amendment
from the menu. This screen will list all amendments that have been saved or submitted and the
approval status.

The Budget Narrative file name will be listed with each amendment. If the narrative fileis highlighted
and underlined in blue, it will be available to view online from here. If not, DCJS has not converted
the file yet and you may come back later to view it.

To view the comments for a selected amendment, click on the “View” button under comments. This
will display the comments submitted by the Grant Monitor or DCJS for that amendment.

To view the submitted Budget Amendment, click on the Date of Amendment.

‘A Grants Management Online Information System - Microsoft Internet Explorer

Commonwealth Of Print Form
Virginia Budget Amendments
Grant Number: 04-A00040T04 FProject Mame: GMIS Online Phase 2
Date Of Amendment Status Budget Marrative Comments
Grant Number:
04-AD0040T04 03/09/2004 Approved Budget Marrative: Budget Amendment Marrative Text File.rif
Menu
Applications Comment History
View Budgsts Budget narrative does not explain change on equipment. grantsadmin
Quarterly Reporting
View Status
Help
Return to Main
Menu

Click here to E-Mail questions
or for information: Grants Web

OR here for FAQs: FAQs
View User's Guide {.pdf}
Related Links
DCJS Home Page
Grants Administraticn

Get Acrobat Reader

Figure 44 - Budget Amendment Status
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This screen will display the submitted Budget Amendment that was sel ected from the status screen.
No revisions can be made here.

The Budget Narrative file name submitted with this application will be shown at the bottom. If the
narrative fileis highlighted and underlined in blue, it will be available to view online from here. If
not, DCJS has not converted the file yet and you may come back later to view it.

Clicking on the “Print Report” link in the upper left corner may print a copy of this application.

rants Management Online Information System - Microsoft Internet Explorer

Commonwealth Of Frint Report
Virginia
Budget Amendment Request
Department of Criminal Justice Services
805 East Broad Street
Richmaond, VA 23219

Grant Number:

04-A00040T04 Subgrantee: DEPOSIT CERTIFICATE Grant Number: 04-A00040T704
Title: GMIS Online Phase 2 Date:03-09-2004

Menu

Applications

View Budgets LATEST APPROVED BUDGET

Quarterly Reporting Budget DCJS Funds Subgrantee Total

—— Categories Federal General Cash In Kind Program

Help Personnel 45,000.00 28,000.00 0.00 0.00 73,000.00

Retumn to Main Consultant 0.00 0.00 0.00 0.00 0.00

Menu Travel 0.00 0.00 0.00 0.00 0.00
Equipment 30,000.00 15,000.00 0.00 0.00 45000.00
Indirect Cost 0.00 0.00 0.00 0.00 0.00
Supplies/Other 0.00 0.00 0.00 0.00 0.00
Total Project 75,000.00 43,000.00 0.00 0.00 118,000.00

REVISED BUDGET REQUESTED

Budget DCJS Funds Subgrantee Totals
Categories Federal General Cash In Kind
Personnel 40,000.00 23,000.00 0.00 0.00 63,000.00
Consultant 0.00 0.00 0.00 0.00 0.00
Travel 0.00 0.00 0.00 0.00 0.00
Equipment 35,000.00 20,000.00 0.00 0.00 55,000.00
Click here to E-Mail questions
or for information: Grants Web Indirect Cost 0.00 0.00 0.00 0.00 0.00
OR here for FAQs: FAQs "
SuppliesiOther 0.00 0.00 0.00 0.00 0.00
View User's Guide [.pdf}
Related Links Total Project 75,000.00 43,000.00 0.00 0.00 118,000.00

DCJS Home Page

Grants Administration Budget Narrative Fife: Budget Amendment Narrative Text File.rf

Figure 45 - Budget Amendment Status View

Get Acrobat Reader
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10.4 Progress Reports

This screen displays alisting of all Progress Reports filed with DCJS. If the user should received a
Request for Funds Denia due to Progress or Financial Reports not being filed, they can look here to
seeif DCJS has received the Progress Report.

<A Grants Management Online Information System - Microsoft Internet Explorer |z|r5__<|
Commonwealth Of Progress Reports for 04-400040T04
Reporting Date
Period Received
2003-09-30 00:00:00.0 01/04/2004

Grant Number:
Return
04-AD0040T04

Menu
Applications

View Budgets
Quarterly Reporting
View Status

Help

Return to Main
Menu

Click here to E-Mail questions
or for information: Grants Web

OR here for FAQs: FAQs
View User's Guide {.pdf}
Related Links
DCJS Home Fage
Grants Administraticn

Get Acrobat Reader

Figure 46 - Progress Reports
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10.5 Special Condtions

The Special Conditions screen lists all conditions posed on the grant that must be met before any funds
can be requested. If your Grant Monitor has added an Override Date, the grant will be allowed funds
until that date. The Override Date (if any) will appear below the listing of Special Conditions.

-2 Grants Management Online Information System - Microsoft Internet Explorer

Commonwealth Of Special Conditions for 04-400040T04
Virginia

imi

o,

Condition Condition Condition Date Condition
Number Description Met Met
1 Must submit an ltemized Budget Mo
2 Must submit a Plan for Deployment Yes 07/28/2003
Grant Number:
04-A00040T04
Menu
Applications
View Budgets

Quarterly Reporting
View Status
Help

Return to Main
Menu

Click here to E-Mail questions
or for information: Grants Web

OR here for FAQs: FAQs
View User's Guide {.pdf}
Related Links
DCJS Home Fage
Grants Administraticn

Get Acrobat Reader

Figure 47 - Special Conditions
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11 Logins/Passwords

11.1 Invalid Login/Password

If auser fails enter a correct User Name or Password, they will be notified to check their login and try
again. If the user has forgotten their login, they will have to contact Grants Administration to reset
their password. Due to security reasons, Grants Administration cannot tell a user their current
password.

2l Grants Management Online Information System - Microsoft Internet Explorer

Invalid Login or
Password
diSp| ayed here Please check your login and try again.

P Invalid Password

If you have forgotten your password, please contact DCJS Grants Adrinistration at (304) 786-4000
or click on the e-mail link below.

_o |

il nare o E-Mall quartons
or for Information: Gae kb

“laws Uner' s Gulds [ pdf)
Ralated Links
DCJS Home Page
GrRE Adm i traton
Getacrobat Reader

Figure 48 - Invalid Login
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11.2 Password Expiration

User passwords for the GMIS Online system are automatically set to expire fifteen months after they
are created. The screen below will notify users when their passwords expire and allow them to create
anew password. Thefirst time users access GMIS Online; this screen will appear stating that their
password must be changed.

All users are responsible for maintaining and remembering their passwords. If auser forgets their
password, they must contact Grants Administration to have a new password created. ***Note: Once a
password in created by Grants Administration, it will expirethe first timeit is used to access GMIS
Online and the user will be notified to create a new password via the password expiration page.

If new users must be granted access, send an email to Grants Administration,
GrantsWeb@dcjs.virginia.gov, at the Virginia Commonwealth Department of Criminal Justice

Services with the user’ s name and locality to have an account created.

A} Grants Management Online Information System - Microsoft Internet Explorer

Your Password has expired.

Please enter a new password helow.
Tser Mame: User

Old Password: password

New Password:
Confirm New Password: I
Subrmnit |

Figure 49 - Password Expired
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11.3 Password Rules

The following password rules are standard rules. Please adhere to them to ensure the security of the
Grants datafor all localities.

All passwords must be a length of 5 or greater a phanumeric characters.

A password should be something that is easy for the user to remember, but not for someone
elseto figure out.

If you must write down the password, keep it in a secure place so that no one else can find and
useit.

New passwords must be different from old passwords. In other words, old passwords cannot
be reused two timesin arow.

Confirm password entries must be identical to new password entries.

All users are responsible for their own passwords. |If your password must be shared, be sure it
Iswith someone that is allowed to use the application.

If auser forgets their password they must request a new password via email to DCJS Grants
Administration, GrantsWeb@dcjs.virginia.gov,. Grants Administration cannot tell a user their
current password. The e-mail must contain the user’s name, login name, and locality.

Once passwords are changed correctly, a confirmation page will open stating that the user’ s password
has been updated. The user will then be redirected back to the login page to login to GMIS Online
with their new password.

<} http:/igrants. dcjs.state.va. us/VerifyPassword.cfm - Microsoft Internet Explorer

Your Password has been updated.

Continue

Figure 50 - Password Change Successful
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12 Error Pages

12.1 Grant Number Entered Is Invalid

If a Grant Number entered into the GMIS Online Home Page does not exist, an error page will open to
notify the user. Clicking the “Return to Main Menu” button will send the user back to the home page

to reenter avalid Grant Number.

2l Grants Management Online Information System - Microsoft Internet Explorer

Grants Management Online Information System

The Grant Number you have entered is invalid.
Please enter a valid Grant Number.

Contact DCJS Grants Administration for further information.

Return to Main Menu

Figure51 - Invalid Grant Number Entered
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12.2 Permission for Grant Access

However, the user will receive a permissions error if they are not authorized to view the entered grant
number. Thisisto ensurethat all users are able to view and modify ONLY their localities grants.

) Grants Management Online Information System - Microsoft Internet Explorer

Grants Management Online Information System

User does not have permission to access the Grant Numnber entered.
Please make sure the Grant Mumber entered is valid .

Contact DCJS Grants Administration for further information.

Return to Main Menu

Figure 52 - Permission to Access Grant Number Denied
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12.3 Final Quarterly Report Submitted

If auser selectsto enter anew quarterly report but afinal quarterly report has been submitted for the
selected Grant Number, the error page below will appear notifying the user that new quarterly reports
may NOT be submitted. If new quarterly reports must be entered, then the submitted final report
should be revised and the checkmark beside “Final” removed. Thiswill alow usersto enter new
reports for the Grant. Only existing reports may be revised.

) Grants Management Online Information System - Microsoft Internet Explorer

Commonwealth Of
Virginia

Grant Number Attention: Final Quarterly Report Submitted

04-A0D0D050T04

Menu
Applications
View Budgets A Final Report for this Grant Number has already been submitted.

Quarterly Reporting

View Status You may edit the Final Report (if NOT approved by your Finance Officer) by selecting
Help Quarterfy Reporting --> Revise Quarterly Reportfrom the Menu on the left.

Return to Main

~ELT To select a different Grant Mumber, click an "Return to Main Menu".

Contactyour Grant Manitor Joan Lucera at (804) Y86-5367 for further information.

il nare to E-Mall quartons
or for Informaton: Gae kb

“laws Uner' s Gulds [pdf)
Ralated Links

DCJS Home Fage

GRE Adm I traton

GetAcrobat Reader

Figure53 - Final Quarterly Financial Report Submitted
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12.4 Quarterly Report Final and Approved

When afinal quarterly report has been submitted and is approved by the Finance Officer, the Grant
will no longer accept quarterly reports and the user will receive the following page.

Quarterly reports can no longer be entered, revised, or viewed after afinal report has been approved.
Thisiswhy it is best to print the Quarterly Financial Report page after the data is submitted.

If changes have to be made to any of the grants finalized financial reports, the user must contact DCJS
Grants Administration to reset the reports.

A Grants Management Online Information System - Microsoft Internet Explorer

Commonwealth Of
Virginia

Attention: Final Quarterly Report has been Approved.
Grant Number:

04-A0D0D050T04

Menu

Applications The Final Quarterly Repart selected for Grant Mumber: 02-C3395AD01 has been approved.
View Budgets
Quarterly Reporting

Mo more reports may be submitted for this Grant. Please select "Return to Main Menu™ from the menu to enter a different Grant

View Status Murrber.

Help

Return to Main

Menu Contactyour Grant Manitor Joyee Bradford at (804) T8E-5664 for further infarmation.

il nare to E-Mall quartons
or for Informaton: Gae kb

“laws Uner' s Gulds [pdf)
Ralated Links

DCJS Home Fage

GRE Adm I traton

GetAcrobat Reader

Figure 54 - Final Quarterly Financial Report Approved
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12.5 Invalid Expense Entry

If ausers enters adollar amount into a non-budgeted expense or obligation on the quarterly report
entry or revision pages, an error page will open telling the user to check the budget of the Grant
Number and enter the expenses or obligations correctly. Clicking on the “Return” button directs the
user back to the entry or revision page with the data they had entered.

2l Grants Management Online Information System - Microsoft Internet Explorer

Commonwealth Of

Virginia Invalid Expense Entry

The expenses or obligations entered for the State Funds are not in the budget for this Grant Number.

Please review the budget for this Grant and enter the expenses/obligations correctly.
Grant Number:

04-A0D0D050T04

Menu Contact Grants Administration for further information.
Applications

View Budgets Return |
Quarterly Reporting

Wiew Status

Help

Return to Main
Menu

il nare to E-Mall quartons
or for Informaton: Gae kb

“laws Uner' s Gulds [pdf)
Ralated Links

DCJS Home Page
Grak sam s traton
Getacmbat Reader

Figure55 - Invalid Expense Entry
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12.6 Request For Funds — Request Denied

12.6.1 Special Conditions Not Met

If all Special Conditions have not been met then requests cannot be submitted. This error will display
for all grantsthat have not met their special conditions.

Clicking on the “Return” button directs the user back to the Menu Help screen or the previous page
they werein.

-2 Grants Management Online Information System - Microsoft Internet Explorer

Commonwealth Of Grant Request Denied
Virginia

+ All conditions for this Grant have not been met or are waiting to be processed.

Contact Grants Administration for further information.

Grant Number:
04-E34585A03
s
Applications
View Budgets

Quarterly Reporting
View Status
Help

Return to Main
Menu

Click here to E-Mail questions
or for information: Grants Web

OR here for FAQs: FAQs
View User's Guide {.pdf}
Related Links
DCJS Home Fage
Grants Administraticn

Get Acrobat Reader

Figure 56 - Special Conditons Not M et
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12.6.2 Statement Of Grant Award Not Submitted

If auser tries to request funds before the Statement of Grant Award has been received by DCJS, the
following error will display on screen.

Clicking on the “Return” button directs the user back to the Menu Help screen or the previous page
they werein.

-2 Grants Management Online Information System - Microsoft Internet Explorer

Commonwealth Of Grant Request Denied
Virginia

+ A Statement Of Grant Award for this Grant has not been returned.

Contact Grants Administration for further information.

Grant Number:
04-E34585A03
o
Applications
View Budgets

Quarterly Reporting
View Status
Help

Return to Main
Menu

Click here to E-Mail questions
or for information: Grants Web

OR here for FAQs: FAQs
View User's Guide {.pdf}

Related Links
DCJS Home Fage

Grants Administraticn

Get Acrobat Reader

Figure 57 - Statement Of Grant Award Not Received
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12.6.3 Financial or Progress Report Not Submitted

Unless the user is making the first request for funds for the specified grant number, then a prior
Progress and Financial report MUST be submitted before a Request for Funds can be entered.

Clicking on the “Return” button directs the user back to the Menu Help screen or the previous page
they werein.

-2 Grants Management Online Information System - Microsoft Internet Explorer

Commonwealth Of Grant Request Denied
Virginia

» Funds for this grant may not be requested until a Progress andfor Financial report for the previous reporting
period has been submitted.

Contact your Grants Administration for further information.

Grant Number:
04-E34585A03
Menu
Applications
View Budgets

Quarterly Reporting
View Status
Help

Return to Main
Menu

Click here to E-Mail questions
or for information: Grants Web

OR here for FAQs: FAQs
View User's Guide {.pdf}
Related Links
DCJS Home Fage
Grants Administraticn

Get Acrobat Reader

Figure 58 - Financial/Progress Report Not Submitted
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12.6.4 Previous Funds Received Not Expensed

At least 50% or more of the vouchers received must be reported as expensed prior to requesting more
funds. Thiserror appears on the screen if thisis not done.

Clicking on the “Return” button directs the user back to the Menu Help screen or the previous page
they werein.

-2 Grants Management Online Information System - Microsoft Internet Explorer

Commonwealth Of Grant Request Denied
Virginia

» Funds for this grant may not be requested until 50% or more of the amount sent to you has been expensed.

Contact Grants Administration for further information.

Grant Number:

04-E34585A03

Menu
Applications

View Budgets
Quarterly Reporting
View Status

Help

Return to Main
Menu

Click here to E-Mail questions
or for information: Grants Web

OR here for FAQs: FAQs
View User's Guide {.pdf}

Related Links
DCJS Home Fage

Grants Administraticn

Get Acrobat Reader

Figure 59 - Previous Funds Not Expensed
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12.6.5 Duplicate Request Submitted

Requests submitted with a reporting period that has already been submitted and approved by DCJS
cannot be resubmitted. A Duplicate Request error will appear on screen and the current reporting
period of the current request will have to be changed.

Click on the return button to go back to the current request.

A Grants Management Online Information System - Microsoft Internet Explorer

Commonwealth Of Grant Request Denied
Virginia

# This is a duplicate request that has been submitted and approved by DCJS. To go back and revise your
request, click on the return button below. To view the status of this Request, select View Status—=Vouchers
from the menu.

Grant Number:
04-AD0040T04 Contact Grants Administration for further information.
Menu
Applications
View Budgets

Quarterly Reporting
View Status
Help

Return to Main
Menu

Click here to E-Mail questions
or for information: Grants Web

OR here for FAQs: FAQs
View User's Guide [.pdf}

Related Links
DCJS Home Page

Grants Administraticn

Get Acrobat Reader

Figure 60 - Duplicate Request Submitted
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12.6.6 Submitted Request Still Pending

When funds for a previous request have not been received, look in the View Status -> Vouchers screen
to see if the request submitted has been denied by the Financial Officer or DCJS (see View Status ->
Vouchers) or if the Financial Officer has not approved the request. If thisistrue, when the user tries
to open the request for funds screen they will receive an error stating that a submitted request is still
pending.

-2 Grants Management Online Information System - Microsoft Internet Explorer

Commonwealth Of Grant Request Denied
Virginia

» A submitted requestis still pending. You may revise submitted request by clicking on the revise button below.
Ifthe previously submitted request has been denied (see View Status -= Vouchers) or a request has been
submitted and waiting approval from the Finance Officer, this error will accur.

Mo further requests can be made until the previous request has been reviewed.

Grant Number:

04-AD0D050TO4

Contact Grants Administration for further information.

Menu
Applications Revise Request
View Budgets
Quarterly Reporting
View Status
Help
Return to Main
Menu

Click here to E-Mail questions
or for information: Grants Web

OR here for FAQs: FAQs
View User's Guide {.pdf}

Related Links
DCJS Home Fage

Grants Administraticn

Get Acrobat Reader

Figure 61 - Submitted Request Still Pending
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12.6.7 Submitted Budget Amendment Awaiting Approval

If aBudget Amendment has been approved by the Approving Finance Officer and is waiting for
approval by the Grant Monitor or DCJS, this error screen will appear notifying the user that no more
amendments may be entered or revised until this amendment has been approved or denied.

-2 Grants Management Online Information System - Microsoft Internet Explorer

Commonwealth Of Budget Amendment Request Denied
Virginia
abmimay

= A previously submitted Budget Amendment is awaiting approval by your Grant Monitor or DCJS. Changes
cannot be made to this amendment nor can new amendments be added until the amendment has been fully
approved.

Look under View Status-= Budget Amendments to look atthe amendment.
Grant Number:

04-A00040T04

Menu Contact Grants Administration or your Grant Monitor Janice Waddy via email here: jwaddy@dcjs.state.va.us for further information.
Applications

View Budgets

Quarterly Reporting

View Status

Help

Return to Main
Menu

Click here to E-Mail questions
or for information: Grants Web

OR here for FAQs: FAQs
View User's Guide {.pdf}
Related Links
DCJS Home Page
Grants Administraticn

Get Acrobat Reader
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13 Frequently Asked Questions (FAQ)

To assist users with their questions or issues, alink to thiswebsite' s FAQ is in the bottom left corner
with other DCJS links. When the FAQ link is clicked a new browser window will open. This page
contains answers to previously asked questions that will instruct users on what should be done if they
have the same questions. Thiswill help users to save time from having to call or email Grants
Administration and wait for aresponse. Users can place their mouse pointer on a question and the
answer will display directly below that question. Or click on the question and the answer will appear
on the next screen. Click the “Go Back” button to return to the FAQ question page. To closethis
window click the “X” in the top right corner of the window.

A Grants Management Online Information System - Microsoft Internet Explorer

File Edit WView Favories Tools Help
=k v o= v (D [H) & QGeach (ilFavoites GRMeda o | BN ShOE -
Address I’e;'] hittp: #/grants. dejs. state. va.us/Fals. ofm j & Go
=
Comn:::\g\‘n:zlth of
Close
Online Grants Management FAGs Window
To view an answer to one of the following questions, place your mouse cursor over the guestion or click on the question.
1. How do | gain access to the Online Grants Management System?
2. Whatif | lose my logindpassword?
3. What if we need to add a new user?
4. wWhat do | do it the Financial Officer changes?
5. Canwe share our User names/passwords?
G. ‘Whenever | try to access ane of my grants | get an error messade saying | do not hawve permission. YWhy am | getting this error message?
7. When | submitted my Quarterly Financial Report | received an error. ¥what should | do?
8. What s the difference between the "Save" hutton and "Submit' button on the Quarterly Financial report?
9. How dolaccess a Quarterly Report that | saved?
10. How can a Financial Officer revise a report from the approval email?
11. How can | enter a new report after submitting a final repart?
12, What if | have guestions concerning my grant or how | fill out my Quarterly report?
-
] T ememet

Figure 62 - FAQ Question page
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A Grants Management Online Information System - Microsoft Internet Explorer

File Edit WView Favories Tools Help

GBack v = < (D 7t ‘ ‘ChSearch [ Favortes Fheda ©% | Eh S -

Address I@ hitp:#/grants. dejs. state.va.us/faghnswer. cim7id=1

j & Go
|
Carnmmorveealth OF
virginia

Online Grants Management FAQs

How do | gain access to the Online Grants Management System?

You would first need approval from your Financial Officer or Supervisor. Then contact DCJS Grants Administration at grantsweb@dc)s staté va.us or 804-371-5380

Go Back | 4

Returnto FAQ
guestion page.

|@ Done

El
l_l_l_elmemet
Figure 63 - FAQ Answer page
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