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