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Accessing the Egrants System

Once an application is awarded, the subgrantee will be required to submit an inventory report with each

fiscal report in which reimbursement for an equipment purchase is requested. During LCLE's review, the
LCLE staff may have questions or require additional information to the inventory report. This quick start
guide will assist you with determining whether or not the LCLE staff has returned the inventory report
requesting additional information and where to find issues or comments regarding the inventory report,
which need your response.

NOTE: It is assumed that the Organization and User are already registered because an
application has been submitted and awarded. A separate Quick Start Guide entitled “LCLE
Egrants User Registration Request Quick Start Guide” is available to assist you with the

registration process.

Go to the LCLE Egrants website at http://egrants.Icle.la.gov/Egrants/Login.aspx. The following screen
will appear.

@ Egrants

Site Access

User iD:*

Password: *

Register |
Register for access to the Louisiana Commission on Law Enforcement Egrants Application.

Change Password
Change your LA Login password and/or e-mail address.

Forgot Password

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

Please send technical comments and problems to LELE EGRANTS Suppon
©2011-2012 Louisiana Commission on Law Enforcement. All rights reserved. Unauthorized Access Prohibited

Enter the “user ID” and “password” obtained through registration and click the “Login” button.
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Project Management

1 | User Management | Funding Announcement |(' Project Management)| Work Manager

Welcome to LCLE Egrants!
Please select a menu lab or prompt link to continue.

To access an existing project (Grant Application, Continuation Application, Modification...) or create/update reports such as the Program Report, Fiscal Report, or Inventory Report (Project Management tab).
CLICK HERE To create a new Application (or Concept Paper) in response to a Funding Announcement (Funding Announcement tab).
CLICK HERE To view any Alerts andior Tasks assigned to you (Work Manager tab)

CLICK HERE To update your profile information (Name, Address, Phone Number...) of to request security in order to maintain or view grants for your organization/parish (User Management tab).

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

CLICK HERE To Unsubscribe from Email nofifications when granting opportunilies become available.

If you are accessing an existing application to check on the status or to create/update a Program Report,
Fiscal Report, or Inventory Report for a grant, click on the first “CLICK HERE” hyperlink, or select “Project
Management” in the menu.
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Finding Your Grant Application

ouisiana Commission i e,
on Law Enforcement and »
Administration of Criminal Jl*ﬂ

Egrants

Back Button will not take you back pages, instead use the application menus and controls

| St

Main tony | user | Fundng | (Exciestitanacement] | viose wanagsr | totermatiany

Search Program Monitoring

PROJECT MANAGEMENT SEARCH

Search Criteria: Quick Searches
Grant ID: 1376 Applications In Process (4}
Applicant Agency: [All] - Awarded Pr - Acliv

Racipient / Allacation Agency
Funding Announcement: [All] -
Keywords: [All] -
Searcn |

Grant ID Applicant Agency 2 |
1375 16th Judicial District Attomey's Office Elderly Victims of Crime 10/04/2013

If you know the Grant Id you want to work on, enter it in the “Grant ID” field of the Project
Management Search screen and click on the “Search” button. Only this grant application will display in
the search results list.

If you want to see a list of awarded grants for your agency, click on the “Awarded Projects” link. The list
of grants will display with the most recent awarded grant application listed at the top of the results list.

You can click on the column headers to change the order of the sort results.

Click on the “Grant ID” hyperlink to go to the Project Summary screen associated with the application.
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Entering the Monitoring Area

The Project Summary screen displays the current status of the grant application.

Click on the first “Click Here” or “Monitoring” hyperlink to direct you to the Monitoring page for the
application.

on Law Enforcement and

Eulﬂé‘?ﬁ 5 Louisiana Commission . EZ,’.::m:‘.r e

Administration of Criminal Justice s,

Back Button will not take you back pages. instead use the application menus and controls
@ Logofl

Main Menu | User Funding Waork Manager | Internal Meny

Project Monitoring Audit Fiscal Details Reporting Requirements

Grant ID: 1376 Project Title: Elderty Victims of Crime
Status: Open - Awarded Fund Announcement: 2012 VOCA - State Level Allocation (Nov 2013}

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

ICKHERE To view the reporting requirements for this grant such as when fiscal reponts are due (Reponting Requirements menu item).

Select the document link to access the details (i.e. Budget, Main Summary, Contract report...).
Phase nents 5

nd Dates
1376 | Create Project Modification Request (PMR) |
Modiicatons 1 10/1/2013 - 1213112014 Open . Awarded @@
opliestion  10/1/2013-9/30/2014  Open - Awarded

View IssuesiComments
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Creating and correcting an Inventory Report

Maln Meny | User Funging Announcemen! | ProlectManagement | Work Manager | Intemal Meny

Project Monitoring Audit Fiscal Detals Reporting Requrements

Grant ID: 1376 Project Title: Elderly Victims of Crime Applicant Agency: 16th Judicial District Attoney's Office
Program Staff Contact: Ms Crystal Foster Fiscal Contact: Mrs Melanie ) Vick

Create Program Report Create Fiscal Report | | Create Inventory Report |
MAIN SUMMARY

Filter Criteria

Phase: [Alll ~ To access a fiscal or program repant, click on the period ending date to open the report
Approval Status:  [All] -

Cumulative Fiscal Reports
Delingques

Period Ending Stas | Last Update Date Approval Status Entered By

Program Reports
Q il port

[ Status | Last Update Date Approval Status Entered By
Inventory Reports

Lt e T | Apgroval Satis

Program Monitering Reports
Date of Last Visit s |Additional Grants IssuesiComments Letter of Compliance

Tiraata Proncam Ranort | Crmate Fieral Rennd | | Craate Invantnns Ranart

Click the “Create Inventory Report” to create a new inventory report for the grant.

Inventory reports which have been created already will be displayed. If you have started an inventory
report and need to continue working on it, click to open the report.

Inventory reports are cumulative. If you need to add inventory items to a previously submitted
inventory report, contact your fiscal contact and request the previously submitted inventory report be
returned. This will allow you to add additional items to the report.

Clicking on the printer will create a PDF version of the report for printing. A message will appear asking if
you like to include attachments in the PDF document being created. Once you click on the “Yes” or “No”
button, the report will be created and displayed.

The Status of the inventory report will appear as “Draft” while you are creating and working on it. The
inventory report will not be transmitted to LCLE while in “Draft” status. Once the report is submitted to
LCLE, the Status will change to “Submitted”. The Approval status for the report will initially appear as
“Pending” until it is reviewed and approval by LCLE staff. Once LCLE staff has approved it, the status will
change to “Approved”.
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Back Button will not take you back pages, instead use the application menus and controls.

[ 58

@ Logoff
Main Meny | User | Funding Work Manager | Internal Meny
Project Monitoring Audit Fiscal Oetails Reporting Requirements
Grant ID: 1376 Project Title: Elderly Victims of Crime Applicant Agency: 16th Judicial District Atomev's Office
Item Number: *
Inventory Quantity: 0
Description: *
Identification Number:
Date Acquired:
Cost:
Present Condition Code: A - In the same project being continued with LCLE funds -
Present Use and Location:
Anticipated Future Code: A - In the same project being continued with LCLE funds -

Remarks:

| Save & Retum | [ Save & Add Another | [ Delete | | Cancel |

Individual equipment information will be entered on this screen. If entering multiple items, Click “Save
& Add Another”; otherwise, Click “Save & Return”.
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Returned Inventory Report for Correction

Once you submit an Inventory report, LCLE staff will be notified to review it.

User Management | Funding Announcement | Project Management | Work Manager
i Reporting Reguirements

Main Menu
Project Audit Fiscal Detail:
Grant ID: 1078 Project Title: Project Shor fitie Applicant Agency: YMCA of the Capital Area, Baton Rouge
Program Staff Contact: i1 Barry E Reber Fiscal Contact: l/5 Lay
[ Create Program Report ] Create Fiscal Report _J | Create Inventory Report
MAIN SUMMARY
Filter Criteria
Phase: [Al]l - To access a fiscal or program report, click on the period ending date to open the report.
Approval Status:  [All] -
‘Cumulative Fiscal Reports e
Status Last Update Date Approval Status Entered By
610/2013 Retumn to Applicant Mir Al Church

Period Ending
9302013 Quarterly Draft
Program Repors
Last Update Date Approval Status
Approved Mr Al Churel

52302013

Period Ending
Quarterly Submitted
Entered By

83072013
Inventory Reports

1078 &

Last Update Date

Phase

If the LCLE staff encounter any problems with the inventory report that need to be corrected, they will
document them as corrective actions. The status of the report will be changed to “Returned to

Applicant” and the report will be returned to you for correction.

Page 10

Louisiana Commission on Law Enforcement

Egrants System
External/Sub-grantee Version — Inventory Report Quick Start

Guide



Computer Aid, Inc. World Leader in IT Process and Productivity.
I

Work Manager

Work Manager

User Management Funding Announcement Project Management

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

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

CLICK HERE To create a new Application (or Concept Paper) in response to a Funding Announcement (Eunding Announcement tab).

Toview any Alerts andlor Tasks assigned to you (Work Manager tab).

CLICK HERE To update your profile information (Name, Address, Phone Number...) or to request security in order to maintain or view grants for your organizationiparish (User Management tab).
CLICK HERE  To Subscribe to receive an email when new granting opportunities become available.

CLICK HERE  To Unsubscribe from Email notifications when granting opportunities become available

@Egrants

You will be notified of any problems with the fiscal report through Work Manager
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Work Manager Tasks and Alerts

Main Meny | User Management I Funding Announcement | Project Management

Tasks/Alerts For: Mr Al Church Date: 06/10/2013

TASKS AND ALERTS
Search Criteria:
Title:
Category: [All] -
Action: [All] -
Type: [Al] + [Search |
Status: [All] -

Click on the % in the “Action” column to view the detalls for the coresponding Task or Alert, including the “Cause” for the notification and help with “Next Steps”
Clear All Selected Alerts

Select All Ttie: C ol Action Date/Time Posted
Task : 1078 - Project Short title (YN " Fiscal umulative Fiscal Report Retumed % New 6M0/2013 3:43:17 PM

A Work Manager task is a work item that must be performed. If you receive a task, some action must be
taken within Egrants on the Inventory Report to clear the task. The Primary Contact associated with
each application will receive all task notifications.

A Work Manager alert is a notification of an event that has occurred or an activity that is pending within
the Egrants system regarding the Inventory Report. No action by the recipient is required. You can

manually clear any alert notifications received.

Work Manager will display a task about the fiscal report being returned.
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Task and Alert Details

Main Menu | UserManag Funding A Project Management
Tasks/Alerts For: Mr Al Church
TASKS AND ALERTS
Search Criteria:
Tille:
Category. [All] -
Action: [All] -
Type: [Alll = [ Ssarch |
Status: [All] -

Click on the ‘2 in the “Action” column to view the details for the comesponding Task or Alert, including the “Cause” for the notification and help with “Next Steps”

[ Clear All Selected Alerts ]

Cumulative Fiscal Report Retumed

Status

New

Date: 06/10/2013

Date/Time Po:
6i10/2013 3:48:17 PM

You can click on the “?” in the Action column to learn the cause for receiving the task or alert as well as

the next steps to take on the Notification Details screen.

Main Menu | User Funding Project Management

Tasks/Alerts For: Mr Al Church

HOTIFICATION DETAILS
Reference Number: 1508.4-0080
Type: Task
Category: Fiscal
Action: Cumulative Fiscal Report Returned
Cause: LCLE has returned your Cumulative Fiscal Repor for corrections.
Next Steps (if any): ected Cumulative
oject S e (YMCA pial Area. Baton Rouge]

oje

Title: et S t
DatefMime Posted: /10/2013 3:48 PM

Status: Mew

Fiscal Report must be submitted. Review the Input Cumulative Fiscal Report Quick Start Guide or contact the Fiscal Staff,
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Resubmit the Inventory Report with Updates

After you are finished with the corrections, click the “Submit” button.

LCLE staff will be notified that updates have been completed and the report is ready for their review.
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