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Accessing the Egrants System

Once an application is awarded, the subgrantee will be required to submit a quarterly fiscal report or an

interim fiscal report documenting the progress of the project for LCLE staff to review.

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.

(L) Egrants

Site Access

UseriD:*
Password: *
Login |

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

Change Password
Change your LA Logn password andior e-mail acdress

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

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

R
3in Ment I User Management | Funding Anncuncement

Project Management')l Work Manager

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

To access an existing project (Grant Application, Continuation Application, Modification...) or create/update reports such as the Program Repont, 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)
CLCK HERE Towview any Alerts and/or 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 erganization/parish (User Management tab)

CLICK HERE To Subscribe to receive an email when new granti iies become

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

@E grants

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

s ens | Useruansgement | Funging Ansouscemer | (Bislicliamagementl| viork uanager

Search Program Monioring

PROJECT MANAGEMENT SEARCH
Quick Searches

Grant 1D [1078 Apgécabons n Process (33}
Applicant Agency: [All] -

Recipient / Allocation Agency

Search Criteria:

Funding Anncuncement [All]

Keywords: [All]

| Search |

Project Short title

If you know the Grant you want to work on, enter “Grant ID” field on the Project Management Search
screen and click 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 number” to go to the Project Summary screen associated with the application.
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Entering the Monitoring Area

Main Menu

User Management | Funding Announcement

. | | Work Manager

Projec;‘-.ucn Eiscal Details Reporting Reguirements
e —

Grant ID: 1078 Project Title: Project Short title
Status: Open - Awarded Fund Announc

Funding Announcement Titie

PROJECT SUMMARY

o enterlupdateNiew a Program, Fiscal, or Inventory Report for this grant (Monitoring menu item).

CLICK HERE To view any Audit Information for this grant (Audit menu item).
CLICK HERE To view the current financial information for this grant such s payments and funding sources (Fiscal Details menu item).

CLICK HERE To view the reporting requirements for this grant such as when fiscal reports are due (Reporting Requirements menu item).

Select the document link to access the details (i.e. get, Main 5 ary, C: report...).
Documents Start - End Dates
1078 : 1 Create Project Modification Request (PMR) ]
Appication TM/2013-12/312014  Open - Awarded @@

View Issues/Comments |

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.
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Creating a Fiscal Report

Maneny | User Management | Funding announcement | (EroiectManagement! | viork wanages

Au al Details Repodin g

2nts

Grant I 1078 Project Title: Project Sho title

Program Staff Centact:

Create Program Report ] | Create Fiscal Repqll _' Create Inwﬂtury__Rgpon

MAIN SUNMARY
Filter Criteria
Phase: [All] To access a fiscal or program repon, click on the period ending date to open the report
Approval Status:  [All -

Cumulative Fiscal Reports

Pernod Ending Report Type Stalus Last Update Date Approval Status Entered By

Period Ending

Quarterty 5302013 Aaproved e &

1078 &

Inventory Reports

Phase Status Last Update Date Entered By

Program Manitoring Repons
Report ID  of Last Visit Programs Additional Grants

Create Program Report Create Fiscal Report Create Inventory Report

Click the “Create Fiscal Report” button to create a new fiscal report for the grant.

Main Meny | User Mansgement | Funding dnnouscement | iPfaiet Managament|| Viork ansger
onitoring
Grant ID: 1078 Project Titke: Project Shor tile. Applicant Agency: 1A of the Capts ige
Program Staff Contact
[ Create Program Repont Create Fiscal Report | Create Inventory Report

MAIN SUMMART

Filter Criteria
Fhase: [Al] ~ To access a kscal or program report, click on the period ending dats o open the report

Approvad Status:  [Alll -

Cumulative Fiscal Reports

Period Ending Repart Type s ast Update Date Entered By
078 = Quartery Submitted /302013 Pending Mr &1 Chyrsh

Program Reporis

Period Ending Report Type Status Last Update Date Approval States Entered By

1078 & Quarterly Submitted 513002013 Approved

Inventory Reporis

Entered By

Program Monitoring Reports
Report ID Date of Last Visit Programs Additional Grants 55 pents Letter of Compliance

Create Program Repodt Create Fiscal Report | Create Imventary Report
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Fiscal reports that have been created already will be displayed. If you have started a fiscal report and
need to continue working on it, click on the Period Ending date to open 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 your report will appear as “Draft” while you are creating and working on it. The report
cannot 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. After LCLE staff has approved it, the status will change to
“Approved”. If LCLE staff requires additional information regarding the fiscal report, the status will
change to “Returned”. If the fiscal report is returned, refer the “Fiscal Report Corrections Quick Start
Guides.”
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Entering Fiscal Report Information

I P—— -

ok Massger
Frosect Nondlorng Auct |
GrantiD: 1078 Project Start: 7712013
Project Title: P Project End: 12723172014
Applicant Agency. 102 afine . Gaio) Rouge Phase Budget. $50.80000

Tetal Budget: 58080000
SUBGRANTEE CUMULATIVE FISCAL REPORT

This report submitted for the calendar quarter ending: 30/2013
Repot Penod Ending Date: * 932013 18

Report Type: ° 3@ Quaredy ) Interim Z) Final

Report Status: Draft Submitied Date:

Approval Status: Pending Return Date:

Status Updated By: Resubmitted Date:
Federal 4554000 of o000
State 0.00 000 0.00 000 oo 0.00
Projedt income 0.00 000 0.00 000 000 0.00
Interest 0.00 0.00 000 000 0.00 0.00
State Maich 000 0.00 000 Ll o0 000
Cash Match (New Appeop ) $.000.00 000 000 0.00 0.00 0.00
In-Kind Match 5.150.00 0.00 000 000 0.0 a.00
Projectincome Makh 0.00 0.00 000 000 040 000
Total £ 60.800.00 | 000 000 | 00 | oo | 000

Budget Categories.

2 Personnel 14.000.00 0.00 000 000 o000

= Emgployee Benists 1,800.00 0.00 0.00 000 .00
& Travel (Inciuding Training) 0.00 0.00 000 000 0.00
& Equipment 21,00000 000 0w 000 o
& Supplies & Opérating Expenses 000 000 000 oo ano
g Consultants 20,.000.00 0.00 000 000 0.00
4l Consirucson 000 0.00 000 000 [ 000
Ottt 0.00 0.00 0.00 000 0.00
Total £ 6080000 000 000 | ano I 000

Frojeci coma: seizea s 0.00 Fortetea § 0.00

Remarks:

Add Attachment

Attachment Narre 1ok Budget Categoryis)

Save as Draft Save and Continug Editing Submat || Delete || Cancel

The report being created is to reflect the activities which have taken place over the quarterly reporting
period. The report will default to a report type of “Quarterly.” This can be changed to “Interim” if you
are submitting a report between the quarterly reports. Clicking on the calendar will allow you to select
the ending date for the Interim report.

If you are at the end of your project and can submit your final report prior to the end date of your
project, click on the “Final” report type.
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Expenses for the reporting period arec entered in the Expenses Paid This Period column by clicking each
approved budget category associated with the expense to be reported and the amount of funds being
reported as expenditures

In the example below, Supplies and Operating Expenses are being reported for a project.
First, click on the Budget category being reported. Egrants will take the user to the Expenditure Details
page of the buddget category. In the Expenses Paid This Period column, enter the amount of the

expenditure according to the approved budget.

Enter Outstanding Subgrantee Obligations - Enter obligations/encubrances of the approved line items
that are made during the reporting period, but remain unpaid by the end of the reporting period.

Totad Budget 5104 57300
SUPPLIES & OPERATING EXPENSE 5 EXPENMDITURE DETALLS
Save | [ Save And Continun Eding | [ Cancel
Total Expenses Pasd This Pericd §72 00

Louisiana District Aftorney's Avsociation (Mavter Budget)

2,000 0% ) 2.000 0 00

120,00} 000\ 10 (7]

:ea:c»y 000 \ 114 /éc o

50 000 C 000
Meeating Scaoe Rental 1,000 000 1.0 00 000
Postage - DART Rapont 132 gb| ood o oo
Pratsgs - Gamaral Comssgondence n 0n o 000
Postagn Training Maliout 13 ) 2\ oo [T
Pristing supgiies DART Report 180,00 5000 /; 0\ 0
Frimting Supplees Training Masdout 22700} o .
Telephcra Fas Cramgen 1,000 064 217200 oog
Click “Save” to return to the Subgrantee Cumulative Fiscal Report screen.
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View Flepent | | Save s Draht | | Save snd Cortinue Edting | [ Submt Delete || Cancel

Enter the Federal share & Match share (if applicable) in the Expenditures paid this period column.

Oustanding Subgrantee Obligations - Enter total obligations/encubrances that are made during the
reporting period, but remain unpaid by the end of the reporting period.

Refer to the next section for Adding Expense Attachments if supporting documentation for fiscal
reports is required.

Adding Expense Attachments

| A Attachment
Soscriplion

Save as Dralt Save and Continue Editing Submat | | Delete | | Cancel

Attachments needed to support the expenses being submitted for the reporting period can be
associated with the budget category of the expense. Click on the “Add Attachment” button to display
the attachment pop-up.
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Main Meny | User Usnagement | Funding Asnouncement

Broted Audit Fiszal Details Reporting Reguirements
Grantix 1078 Froject Start: 7172013
Project Title: Project Shor tie ProjectEng: 12312014
Applicant Agency: YMCa of the Capdal &res. Baten Bouge Ptase Budget: $50,800.00
Total Budget: $60.800.00
Instructions:
Your must be smaller than 3MB 10 be . IROUCN @ SCAN resoiution 10 92 Dots Per inch (DP1) will keep e Size Small Make Sure e Scan is readabie Defore uploasing
C\Users\zellef\Decument | Browse... |
Budget Category(s): (Select all that apply to this attachment)
¥ Personnel "] Supplies & Operating Expenses
7] Employee Benefits [Tl Cansuitants
| Travel (Including Training) 7] construction
| Equipment [T omer

Short D_esmnﬂon -

Employee paycheck
Maximum aftachmen size is 2072 KB (3 MB)

[(Dstete ] Cancal |

Enter the attachment document, the category (s) associated with the expense and a short description
for the attachment.

Click on the “Save” button.
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[ Acd Attachrent |

Budget Category(s) Date
S20/2012 4:10:22PM

7R LCLE Aftachment Document docx Employee paycheck

| ViewRepot || SaveasDrait | Save and Cortinug Editing | SUWI;:DQMO Cancel

The icons displayed in the budget category reflect the categories associated with the attached expense.
Attachments already added are displayed in the list on the screen.

You can save the expenditure supporting documents attached and continue working by clicking on the
“Save and Continue Editing” button.

You can save the expenditure supporting information attached and leave the report by clicking on the
“Save as Draft” button.

You can save the expenditure supporting information entered and mark the report as complete by
clicking on the “Submit” button.

0 Are you sure you have no Outstanding Subgrantee Obligations to
¥’ report? Press OK to continue and CANCEL to add Outstanding
Subgrantee Obligations.

If no outstanding obligations were reported for the
expenditure period this pop-up will appear, upon saving the
report, to give the user an opportunity to reconsider reporting
outstanding obligations. Fiscal Report Submission
Confirmation
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Fiscal Report Submission Confirmation

| certify that, to the best of my knowledge and belief, this report is corect and compiete and that all expenditures and outstanding subg ions are for the setforth in the application as
approved by LCLE; and | further cerify that | am aware of the requirements set forth in the current editions of the US DOJ QJP Financial Guide anufor OVW Financial Grants Management Guide (for federal funds
only) and LCLE's Applicant's Manual and that all expenditures were made in compliance with these guidelines

Cancel |

Once you have completed the fiscal report and added all supporting attachments with their associated
categories, click on the “Submit” button. A fiscal report confirmation message will appear asking you to
agree with the statement. Click “Agree” to continue with the report submission.
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Fiscal Report Approval

Main Menu | User Management | Funding Amouncemant |‘Projectiianspsment!| \Work Manager

Project Monitoring Audi

GrantID: 1078 Project Title: Project Short title Applicant Agency: YMCA of the Capital Area, Baton Aouge

Program Staff Contact:

Fiscal Contact: i _Laura Zelers

| Craate F‘rogam ﬁspo-i_ | Create Fiscal Report | Create Imentory Report
MAIN SUMMARY
Filter Criteria
Phase: [All] = To sccess a fiscal or program repod, click on the period ending date 1o open the report
Approval Status:  [All] -
Cumulative Fiscal Reports ‘
Penod Ending Report Type Last Update Date $ Entared By
1078 & 8003013 Quarterty Submifted 6102013 W i
Program Reports

Penod E ﬂﬂlnq
1078 & 9302013 Quartery

Approved

Inventory Reports

Status Last Update Date Approval Status Entered By

Program Monitorisg Reports

Report ID Date of Last Visit Programs Additional Grarts Issues/Comments Letter of Compliance

Create Program Repot Create Fiscal Repont Create nventory Repart

Once the fiscal 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 the
staff has approved it, the status will change to “Approved”. If additional information is required, the
status will change to “Returned”.
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