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Accessing the Egrants System

Once an application is awarded, the subgrantee will be required to submit a quarterly fiscal report
documenting the progress of the project for LCLE staff to review. During LCLE’s review, the LCLE staff
may have questions or require additional information to the fiscal report. This quick start guide will
assist you with determining whether or not the LCLE staff has returned the fiscal report requesting
additional information and where to find issues or comments regarding the fiscal 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.

Site Access

UseriD:*

Password: *
[Login|

Register |
Register for access Io the Louisiana Commission on Law Enforcement Egranis 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.

£2011:2013 Low

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

User Management | Funding Annourcement |("Project Management’)( Work Manager

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

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

CLICK HERE Tocreate a new Application (or Concept Paper) in response to a Funding Announcement (Eunding Annguncement tab).
CLICK HERE Towview any Alents and/or Tasks assigned to you (Werk Manager tab).
CLICK HERE Toupdate your profile i ion (Name, Add . Phaone Ni ...) or to request security in order to maintain or view grants for your organization/pansh (User Management tab).

CLICK HERE ToSubscribe to receive an email when new granting runities become

CLICK HERE ToUnsubscribe from Email nolifications when i runities become availab

@ Egrants

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

Main Ueny | User Man

PROJECT MANAGEMENT SEARCH

Search Criteriac Quick Searches

Agphcaticns I Process (20)
Applicant Agecy. [All] -
Redipient | Allocation Ageacy
Funding Announcement [All] -

Keywods: [All) -

Grant D ApplicontAqency . Tk Rt Date
i YUCA of the Capital Area. Batan Rouge Projéct Shon ille osa013

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

Main Menu User Management Funding Announcement | | Work Manager
Projecr-.l_:cﬂ Eiscal Details Reporting Reguirements
R —
Grant ID: 1078 Project Title: Project Short title
Status: Open - Awarded Fund Announc t Funding Announcement Titie

PROJECT SUMMARY

0 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 (Eiscal 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. Budget, Main Summary, Contract report...).

1078 : I Create Project Modification Request (PMR) ]

Appication 7112013 - 12/31/2014 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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Finding a Fiscal Report

Main Meny | UserManagement | Fundng Annouscement | /rowol Management|| Vvork Wanager

Prajpct Monitoring Audit Fiscyl Datails Reporting

Grant ID: 1078 Project Tithe: Project Sho tile Applicant Agency: "MCA of the Capedl Area Baton Rouge

Program Staff Contact: Mr Barry £ Bepe Fiscal Contact: s Laurn Zeters

Create Program Repont | Create Fiscal Report Create Imventory Report

MAIN SUMMART

Filter Criteria
Phase: [All] To acciss a fscal or program report, click on the period ending dats fo open the report
Approval Status:  [Alll i
Cumulative Fiscal Reporis
e
Period Ending Report Type Last Update Date Approval States Entered Ey
1078 & Quarterty Submitted 5302013 Mr Al Chyeer
Program Reporis

Period Ending Status Last Update Date Approval States Entered By
1078 &= 00013 Quarterly Submitted SOWI013 Approved Mr &1 Chureh

Inventory Reporis

Last Update Date Approval Status Entered By

Program Monitoring Repors
Report ID Date of Last Visit Programs Additional Grants Issues/Comments Letter of Compliance

Create Program Repot Create Fiscal Report | Create Inventary Report

Fiscal reports which have been created already will be displayed. If you have started a fiscal report and
need to continue working on it, click 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 the fiscal report will appear as “Draft” while you are creating and working on it. The fiscal
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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Returned Fiscal Report for Correction

Once you submit a fiscal report, LCLE staff will be notified to review it.

Main Menu | User Funding & 1 ] Project Uanagement | Wark Manager
Erolect Monitoring Audit Fiscal Details Re ]
Grant ID: 1078 Project Tithe: Project Shor title Applicant Agency: YUC
Program Staff Contact: 1 Barry £ Reter Fiscal Contact: Ma Lays 7=
[ Create ProgramRepot | |  Create Fiscal Report Create Inventory Report
MAIN SUMMARY
Fitter Criteria
Phase: [Al] To zccess afiscal of program repor, click on the period ending date to open the repon
Approval Status: (Al -
Cumulative Fiscal Reports

Period Ending Report Type 5 Last Update Date Approval Staus Entered By
1078 & 020 Quarterly Dran 51072013 e A Chisteh

Program Regorts

Period Ending Status Last Update Date Approval Status Entered By

1078 = Quarterly Submitted S30/2013 Approved Mr & Church

Inventory Reports
Entered By

If the LCLE staff encounter any problems with the fiscal 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.
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Work Manager

User Management | Funding Announcement | Project Management | Work Manager

Welcome to LCLE Egrants!
Piease select 3 menu tab or prompt link fo continue.

CLICK HERE To access an exsling project (Grant Application, Continuation Application, Modification...) or createfupdate reports such as the Program Report, Fiscal Repon, or Inventory Report (Proiect Management tab).

CLCKHERE To create a new Application (or Concept Paper) in response to a Funding Announcement (Eunding Annguncement 1ab)

- To view any Alerts and/or Tasks assigned to you (Work Manager tab)
CLICK HERE  To update your profile information (Mame, Address, Phone Number...) or 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 g g become
CLICK HERE To Unsubscribe from Email notifications when granting ies become

@Egranu

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

Uain Menu

User Uanagement | Funding Anncuncemsed | Project Managemsnt

Tasks/Alerts For: Mr Al Church Date: 06102013

TASKS AND ALERTS
Search Criteria:
Titte
Category. [All] w
Addion: [All] -
Type: [Al] « | Search |
Status: [All] -

Click on the 17 in the “Actien” column 1o view the details fo! the comesponding Task or Alet, including the “Cause” fof the nobication and help with “Mext Sleps”
Clear All Selected Alets

Select All Type: T Category Action DateTime Posted
Task 10 MCH of the Capi touge) Fiscal umulative Fiscal Report Retumed % Naw 611072013 3.48:117 P10

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 Fiscal 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 Fiscal 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 Weny | User Wanag Funding Anncuncerment | Praject Uamagement | i
Tasks/Alerts For: Wr & Church Date: D6/10/2013
TASKS AND ALERTS
Search Criteria:
Tite:
Category: [All] -
Action: [All] -
Tope: [Al] - Search
Status: [All] -
Chick on the L) in the "Action” column 1o view e details for e COMBsponding Task or Alert, Including the “Cause” for Ma nobfication and halp with "Nex Stips™
Clear All Selected Alents

Category

BMO2013 34817 PM

Fiscal Cumulative Fiscal Repon Returned New

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 eny | User Uanagenent | Fundng Announcement | Projmct Management ||

Tasks/Alerts For: Ur A Church Date: 06102013

NOTIFICATION DETALS
Reference Number: 1208 4-D080
Type: Task
Category: Fiscal
Action: Cumulative Fiscal Jeport Retumed
Cause: LCLE has returned your Cumulative Fiscal Repor for corrections.
Mext Stops (if any): A corrected Cumulatie Fiscal Repor must be sudmiied. Review the Input Cumulative Fiscal Repon Quick Stad Guide of contact the Fiscal Staff
Title: 1072 - Promct Short e C .
DateTime Posted: 6102013 348 PM

UCA of the Capdal AresBatn Aow

Status: Hew
Cancel |
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Corrective Actions

Man Mene | User Manageswnt | Funding A ameed | Froject Management ||
Tasks/Alerts For: Mr Al Church Date: 06/10:2013
TASKS AND ALERTS
Search Criteria:
Titre:
Category. [All] -
Action: [All] -
Tioe: [Al] = [ Search |
Status: [All] -

Click on the 1) in the “Actior” eolumn ta view the details for e comespondng Task or Alert including the "Cause” fof the natfication and help with “Mext Seps”
Clear All Selected Alers

Category Date/Time Posted

Cumulative Fiscal Report Retumed 1/ In-Process BMO2012 24817 PU

You can click on the title of the returned fiscal report to see the reviewer’s corrective actions.
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GrantID: 1078
Project Title: Project Shor ttle

Applicant Agency: MO of e Capt

Report Status: Draft
Approval Status: Retum to Applicant
Status Updated By: Ms Laura Zebers

m

Federal

Sate

Project income

Interest

State Malch

Cash Match (Mew Approp.)
In-Kind Masch

Project income Mabch

o) Personnel
= Empioyee Banfils
&% Travel (Includirg Training)
¥ Equipment
& Supplies & Oparating Expenzes
2" Consultants
4 Construction

5 othar

Project Incame:

Remarks

User

Sigge Monggpemied

Funding Anncuncemert | Project Uanagement

SUBGRANTEE CUMULATIVE FISCAL REPORT

This report submitted for the calendar quarter ending: 3072013

Report Period Ending Date: * 9302013

4864000
000

0.00

0.00

0.00
£,000.00
6.160.00
0.00

Total £0.800.00

18,000.00
1.800.00
0.00
21,000.00
000
20,000.00
0.00

000

Total £ 60.800.00

Report Trpe:* @ Cuarterly ' intenim

1,050.00
0.00
0.00
(1)

10.00

0.00
0.00
1.100.00

1,000.00
100.00
000
0.00
0.00
000
0.00
0.00
1,100.00

Sezed§ 0.00

1.090.00

.00
0.00
.00

1,000.00

100.00

Outstanding Subg-antes

Project Start:
Project End:
Phase Budget:
Total Budget:

Submitted Date: S30:2013
Return Date: 8102013

Resubmitted Date:

Obdigations 2]
0.00
0.00
0.0
0.00
oo
0.00

0.00
0.00
0.00

0.00

0.00
0.00
0.00
000
0.00

0.00
0.00

Forfeited 5 0.00

Total Funds Re

Egrants

TH2013

1AN2014
$40,800.00
$£0,800.00

{1.090 00]‘
000

0,00

0.00

000

|(:l DD.J
00o

000
[1.100.00)

You can see the list of corrections

LCLE Aftachment Document docx

View Report

View Correctve Actions.

Employee paycheck

which has been created for the report by clicking

Save as Drah

Save and Continue Editing

Submit | | Delete | | Cancel

Corrective Actions” button to see the details of the question or change requested.
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Corrective Action List

Main Menu | User Management | Funding Anncuncement | Froject Management

Grant ID: 1078 Project Title: Project Short title Applicant Agency: YMCA of the Capdsl Area Baton Rouge
Report Period Ending: 92002013 Total Budget: 60.800.00 Phase Budget 50,800.00
CORRECTIVE ACTIONS LIST
Created By: Ms. Laura Zellers Created Cate: 6110/2013 3:48:04 PM
Last Update By: Ms. Laura Zellers Last Update Date: 6/10/2013 2:48:04 PM

Status: Open

Due Date: 6/12/2013
Problem Description: Please include additional attachments showing paycheck details - hours worked and heurly rate.
Fequired Action: Aftach additi 1

The Corrective Action List screen appears. Actions contain a corresponding Due Date. This is the date
when LCLE would like the problem resolved. Click on the “Return to Report” button to address the

issues with the report.
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Resubmit the Fiscal Report with Updates

Main Ueey | User Vamagement | Funding Ansouncement | Promet Uanageeeet |
GrantID: 1078 Project Star: 77172013
Project Tithe: Project Shor ilig Project End: 1273172014
Applicant Agency: YUCA of ine Captal Srea Iyton Bouge Phase Budget: $&0.800.00

Total Budget: $60.800.00

SUBGRANTEE CUMULATVE FISCAL REPORT

This report submitted for twe calendar quarter ending: 93072013
Report Period Ending Date: * 9n0r2013 15

Repont Type: * @ Quarterly Interim "’ Final
Report Status: Draft Submitted Date: 530:2013
Approval Status: Retum lo Applicant Return Date: 6102013
Status Updated By: Ma Loy Zeten Resubmitted Date:

%4 | Total Cumulative Expenses

Outstanding Subgrantee Total Funds Received To
Obligatons Date

T S N

Federal 48,640.00 1.090.00 1,000.00 0.00 0.00 {1.080.00)

State 0.00 0.00 0.00 0.00 0.00 000
Project income 0.00 0.00 0.00 0.00 0.00 000
interest 0.00 o.00 0.00 0.00 0.00 0.00
State Match 0.00 0.00 0.00 0.00 0.00 0.00
Cash Match (NewApprop.) 6.000.00 10.00 10.00 0.00 0.00 {10.00)
In-Kind Match £.160.00 0.00 0.00 0.00 0.00 000
Project income Match 0.00 0.00 000 0.00 0.00 0.00

Total £ £0.800.00 | 1,100.00 1,100.00 | 000 | 0.00 (1,100/00)

- . " n Expenses Paid This Period o . e | Outstanding Subgraniee % Over Budgel
o il e Ll i e cocamcis _

0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00
0.00

J Personnal 18.000.00 1.000.00 1,000.00 0.00
= Empicyee Benafits 1,800.00 100.00 100.00 0.00
& Travel (Including Training) 0.00 0.00 000 0.00
# Equipment 21.000.00 0.00 0.00 0.00
@8 Supplies & Operating Expenses 0.00 0.00 0.00 0.00
g* Consultants 20.000.00 0.00 0.00 0.00
4l Construction 0.00 0.00 0.00 0.00
o Other 0.00 0.00 0.00 0.00
Total 60.800.00 1,100.00 1,100.00 0.00
Project Income: Seizeds 0.00 Fortetea s 0.00
Remarks:
Add Attachment
5 Attachment Name Description
17K LCLE Agachment Document docx Employee paychack 3 5302013 4182250
ISR LCLE Aftachment Timesheet Document doce Timeshest Documentation D= BI102013 41334 71
View Report View Comective Actions Save as Draft Save and Continue Editing _ Delete || Cancel

When drilling into a budget category for correcting dollar amounts, the Financial information should be
corrected first (federal and match share). It may be a good idea to set it to zero until the corrections are
made. If the user doesn’t reset the Financial Information (federal and match breakdown) the category
expenditures when corrected will appear skewed.

After you are finished with the corrections, click the “Submit” button.
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Mo Menu | UserManagement | Furging Announcement | ‘ProjectManagement| | Work Manager

1 Monitoring Ayt

Grant I0: 1078 Project Tithe: Project Shon titte Applicant Agency:

the Captal Area_Baton Rouge

Program Staff Contact:

Fiscal Contact: 1

Create Programﬁepon_ ] Create Fiscal Report | Create Imventory Repont

MAIN SUMMARY

Filter Criteria
Phase: [Al] = To access a fiscal or program repon, click on the perod ending date to open the eport

Approval Status:  [All] [+

Cumulative Fiscal Reports

=y —_
Period Ending Report Type Status Last Updale Date Appro s Entered By
20201 Quarterly 61012013 i Al Charch

Program Reports

1078 =

Period Ending Report Type Status Last Update Date Approval Status Entered By
1078 & : 3} Quarerly Submittad 5202012 Approved 4 h

Inventory Repors

Phase Status Last Update Date Entered By

Program Monitoring Reports

Programs Additional Grants ; nenls Letter of Compliance

Create Program Report Create Fiscal Repot | Create Inventory Report

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

Main Meny | User Management | Funding Amouncement | ‘Presctllansgement!| Work Manager

Project Monitoring Audit F
GrantID: 1078 Project Title: Project Short title Applicant Agency: YMCA of the Captal Area, Baton Aouge
Program Staff Contact: . & Fiscal Contact: Ms Laurs Zeter:
i_ (-:reale_P'rogan'\_R_epM_ | Create Fiscal Repont | Create nventory Report
MAIN SUMMARY
Filter Criteria
Phase: [All] = To access a fiscal or program repon, click on the period ending date 1o open the report
Approval Status:  [AN] -
Cumulative Fiscal Reports
Pernod Ending Report Type Status LastUpdateDate | Approval Stal Entzred By
1078 & 00013 Quartery Submifted 6102013 Ur &1 Church
Program Reports
Period Ending Report Type Stalus Last Update Date yroval Status
1078 & 5007013 Quarterty Submitted 530/2013 Approved Ur & Church
Inventory Reports

Status Last Update Date Approval Status Entered By

Program Monitorieg Reports

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

Create Program Repot Create Fiscal Repont. | Create nventory Repant

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 the staff has
approved it, the status will change to “Approved”.
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