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Accessing the Egrants System

Once an application is awarded, the subgrantee will be required to submit a program 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 program report submitted. This quick start
guide will assist you with determining whether or not the LCLE staff has returned your program report
requesting additional information and where to find issues or comments regarding your program 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.

(1) Egrants

UseriD:*

Site Access

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

T

User Management | Funding An t |( Project Manag 1) Work Manage

@| ser Kanal il ungn: nouncement anagement o an| r
Welcome to LCLE Egrants!

Please select amenu tab or prompl link o confinue.
Tu access an exsting project (Grant Application, Continuation Application, Modification...) or create/update reports such as the Program Report, Fiscal Report, or Inventory Report (Project Management tab).
CLCK HERE To crzate a new Application (or Concept Paper) in response b a Funding Announcement (Eunding Annpuncement tad).
CLCKHERE Toview any Alerts andior Tasks assigned to you (Work Manajer tab).
CLICK HERE To update your profile information (Name, Address, Phone Number...) or to request secuiity in order to maintain or view grants for your organization/parish (User Managemerd tab).

CLCK HERE To Subscribe to receive an email when new granting opportunities become available.

CLCK HERE Toll be from Email when granting opporfunities 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 the first “CLICK HERE” hyperlink, or select “Project
Management” in the menu.
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Finding Your Grant Application

e eny | User amagemen | Funso assauncomen | (EEBEManageman | vior usnsser

Search Program Uonitanng

PROJECT MANAGEMENT SEARCH
Search Criteria: Guick Searches
Appkcations bn Precess (1)
Applicant Agency: [Al} v
Reapient [ Allacation Agency
Funding Announcemest [Allj ol
Keyworas: [Allj bl
(Seach)

YUCA of i Capital Area. Baton Rouge Projed Short title

If you know the Grant Id you want to work on, enter it in the “Grant ID” field on 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 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
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 TM/2013-12/31204  Open - Awarded D@

View Issues/Comments |

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

Click on the “Click Here” or “Monitoring” hyperlink to direct you to the Monitoring page for the
application.
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Finding a Program Report

Man Merw | User kanagement | Funding Anncuncement | Project Management | Work Uanager

Proied Maonitoring Audit Fizcal Detalls Reg 3 Regy

Grant ID: 1078 Project Title: Project Shad title Applicant Agency: YMCA of the Captal Ares Baton Rouge
Program Staff Contact: 1 Bary £ Reber Fiscal Contact: Ly Laus Zabery
[ Create Program Report i Create Fiscal Report Create Inventory Repon
MAIN SUMMARY
Filter Criteria
Phase: [All] To access a fiscal of Program rport, click on e pecd ending date 1o open the reporn
Approval Status.  [All] -
Cumulative Fiscal Repots
Period Ending Last Update Date Entered By
Program Reports
Poriod Ending Ropor Typo Last Update Date Appraval Status Entered By
wis @ - Guartedly Drat 5202013 Pending e 41 Chuscy
Inventory Reports

Status Last Update Date Approval Status Entered By

Program Monitoring Reports

Report 1D Date of Last Visit Programs Additional Grants Issues/Comments etier of Compliance

Create Program Repon Create Fiscal Repont Create Inventory Repon

Program reports which have been created already will be displayed under Program Reports. If you have
started a program 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’d 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. 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 approved by LCLE staff. After LCLE staff has
approved it, the status will change to “Approved”. If the LCLE returns the program report for additional
information, the status will change to “Return to Applicant”.
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Returned Program Report for Correction

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

Uain Mgty i User Masagement

Funding Annpuncemsst | Project Management | Wiork Manager

Projsct Monitoring Auc F Deta

Grant I0: 1073 Project Titte: Project Shoritle Applicant Agency: YICA of the Captal aves, Baon Ro

Program Staff Contact: 1 8u

Fiscal Contact: Us (sur

Create Program Re, J Create Fiscal Report Creste Inventory Report
MAIN SUMMARY
Filter Criteria
Phase: [AN] = To access afiscal or program repodt. click on the period ending date 1o open the report
Approval Status:  [Al] -

Cumulative Fiscal Reports
Period Ending Report Type Last Update Date Approval Status Entered By

Program Repors

Period Ending Report Type Last Update Date Approval Status Entered By
1078 & 907013 Quartery Draft SRO2013 Retum o Applicant Mr Al Church
Inventory Reports

Last Update Dale Ap 5 Entered By

Program Monitoring Repors

Report ID Diate of Last Visit Programs Additional Grants Issues/Comments Letler of Compliance

Create Program Repont Create Fiscal Report Create Inventory Report

If the LCLE staff encounter problems with the report that need correction, they will document them as
corrective actions. The status of the report will be changed to “Return to Applicant” and the report will
be returned to you for updates.
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Work Manager

User Managemen! | Funding Announcement | Project Wanagement |

Welcome to LCLE Egrants!
Please select a meny tab or promp! link ko continue.

CLCK HERE To access an existing projedt (Grant Application, Continuation Application, Modification...) cr create/update reports such as the Program Report, Fiscal Report, or Inventory Repert (Project Management tab).
CLCK HERE To creale a new Application (or Concept Paper) in response to a Funding Announcement (Eunding Announcement tab)
To view any Alerts andlor Tasks assigned fo you (Work Manager tab)
CLICK HERE To update your profile information (Name, Address, Phone Number...) or to request securily in order to maintain or view grants for your organization'parish (User Management tab).
CLICK HERE  To Stbscribe fo receive an email when new granting opportunities become available

CLICK HERE To Unsubscribe from Email notifications when graning opporunities become available.

You will be notified of any problems with the program report through Work Manager. The email
address on file for the primary contact will receive an email alerting them to items added to the Work
Manager.
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Work Manager Tasks and Alerts

Man Mgty | UserUsnagement | Fundng Announcement | Project Mansgement

Tasks/Alerts For: Mr &l Church Date: 042972013
TASKS AND ALERTS

Search Criteria:

Tithe:
Category. [Al] -

Action: [AN] v
Tipe: [AN] v [ Search
Status' [AN] -

Click on the -1 in the “Action” colurmn to view the details for the coresponding Task or Alert, inchuding e "Cause” for ha nolification and hilp with "Nexd Sleps”
Clear All Setected Alerts

Date/Time Posied
Hew 5292013 31113 PW

Action

Program Fleport Retumed - See Comeciive Adions L

Category
Program Reparts

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 your program report to clear the task. The Primary Contact associated with each

subgrant will receive all task notifications.

A Work Manager alert is a notification of an event that has occurred or of an activity that is pending
within the Egrants system regarding your program report. No action by the recipient is required. You can
manually clear any alert notifications received.

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

Man Weny | User an ot | Fongng Anmomncomen | proiscttisaswranes [l ork Ma
Tasks/Alerts For: Nr & Church Date: 05262013
TASKS AND ALERTS
Search Criteria:
Title:
Category. [AH] I
Action: [Al] -
Tyoe: [A] Search
Status: [AN] -

Click on the -2 in the “Action” coluran bo view the detass for the comessonding Task o Aled, indluding the “Cause” for the nobficaion and help with Ned Steps”
Clear Al Selacted Aledts

Program Reports Program Report Rehsmed - See Comeciive amnn In-Process SRR3R

”

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

directions for the next steps to take on the Notification Details screen.

Uain Menw | UserMmagement | Funding Announcement | Proget Uanagement | [\WorkManager

Tasks/Alerts For: Wr & Church

NOTIFICATION DETAILS
Referance Number: 2409.4-0102
Type: Task
Category: Program Repors
Action: Program Report Relumed - See Comeclive Actions
Cause: LCLE has retumed your Program Report fer comections.
Next Steps (if any): A comected Program Report must be submitted. Review the Input Program Report Quick Start Guide or contact the Program Stafl
Tithe: 1078 - Project Short titie (YMCA of the Capits Area Baton Rouge:

DateTime Posted: 52072013 3:11PM

Status: New
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Corrective Actions

ManUeny | UserUsnapement | Funding Announcement | Promct Manspement

Tasks/Alens For: Ur & Church Date: 05292013

TASHS AND ALERTS
Search Criteria:

Title
Category [Al] -
Achon: [l -
Tiow: [Al] v [ Search |
Status. [AJ) -

Click onthe L) in the *Acion” column to view the details for the comesponding Task or Alert, indludingthe "Cause” for the notification and help with “Neat Steps”
Claar All Selected Alerts

Category Action

Program Reports Program Repon Retumed - See Comecive Acsons -1/ In-Process SRA201331113PM

You can click on the title of the returned program report to see the reviewer’s corrective actions
necessary for approval.

Main Meny

User Management | Funding Announcement | Project Management |mw

Grant ID: 1078 Project Titke: Project Short tifle Applicant Agency: YMCA of the Caplal Area. Baton Rougs
Progect Start 7112013 Project End: 123172014 Report Period: 7/172013 To 9202013
PRCGRAM REPORT
Report Status: Draft Report Due Date: 10/30/2013
Approval Status: Return o Applicant Submitted Date: 5292013
Status Updated By: Us. Laura Zelers Return Date: 529/2013
Resubmitted Date:

Final Report: No Make Final Report

Is The Project On Schedule?* Yes
I not, please explain

Briefly List Acthties Conducted During This Period: *
We have starled sening vicims with the following needs.

Report Sections

Open Corrective Actions Last Update Date Last Updated By

0 Complete 5r29/2013
i savans
~ View Conective Actions Report
Corrective Actions

Due Date
50302013

Section Status
Perlormance Indicators Open

ViewRepot || SaveasDrat || SubmitReport || Delete | [ Cancel

You can see which section has been marked with a status of “Returned” and click on the “Problem
Description” of the corrective action to see the details of the question or change requested.
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Corrective Action Detalls

Msin Ueny | UserUanagement | Funding Ansouncemsnt | |Prblect Mamsgement| | VWork Uanager

Grant ID: 1078 Project Title: Proect Short title Applicant Agency; TMCA of the Capeal Ares, Baton Fouge
Project Start: 1172013 Project End: 120172014 Report Period: 71172013 To 9302013
| Cancel
CORRECTIVE ACTION DETAILS
Created By: Ms. Laura Zellers Created Date: 52372013
LastUpdate By: Ms. Laura Zellers LLast Update Date: 52002013

Source: Program Report
Swatus: Open
Affected Section: Performance Indicators
Problem Description: * Please add mare detail 1o the 2 indicator L rasults
Required Action: Please update the unexpects results explanation

Responses Last Update Date Last Update By

Cancel

The Corrective Action Details screen appears. Actions contain a corresponding “Due Date”. This is the
date when LCLE would like the problem resolved and the report resubmitted to them.

Main Ueny | User Management | Funding Annowicement |Mﬂ | Werk Manager
Projec! Monitoring Ayt D & §Ns
Grant I0: 1078 Project Title: Project Shor title Applicant Agency: YNCA
Project Start: 71172013 Project End: 1213172014 Report Period: 71172013 To 820/2013
[ Cancel
CORRECTIVE ACTION DETAILS
Created By: M3, Laura Zellers Created Date: 57292013
LastUpdate By: Ms. Laura Zellers Last Update Date: 5292013

Source:  Program Report
Status:  Open
Affected Sectiov: Performance Indicators
Due Date:* 53002013
Problem Descriptios: * Please add more detail 1o the performance ingicator uneapecied results explanation
Required Action: Please update ihe uneapacts resuits explanation

Responses: Response Last Update Date Last Update By

| Cancel

Corrective actions can request a response. Click on the “Add New Response” button.
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Main Meny | User Management | Fundng Anncuncement
Projsgt Audit Fiscgl Details Re
Grant 0 1078 Project Tithe: Project Shor liie Applicant Agency: YMZ4 of the Capial Area. Baton Rouge
Project Start: 7712013 Project End: 12/31/2014 Report Period: 7112013 To 8302013

[ SaweandContinve Ediing | [Save| [ Cancel

CORRECTIVE ACTION RESPONSE
Created By: Created Date:
Lastpdate By: Last Update Date:
Status: Open

Source: Program Report
Affected Section:  Performance indicators
Problem Description: Please add more detail to the performance indicator unexpected resulis explanation.

ResponseNumber
ResSpONSE" nig is where you can explain any responses needed for Questions

L orpe—

Save and Continue Edtng || Save | | Cancel |

=

Enter a response description and any attachments needed to address the corrective action and click the

“Save” button.

Main Meny | User Management | Funding Announcement Work Manager

E-nigct Monitoring Audit Fi
Grant ID: 1078 Project Tite: Proje Short litle Applicant Agency: YMCA af the Capial Area, Baton Rouge
Project Start: 7172013 Project End: 127312014 Report Period: 7172013 To 9302013
Cancel
CORRECTIVE ACTION DETAILS
Created Date: 5292013

Created By: Ms. Laura Zellers
LastlUpdate By: Mr Al Church Last Update Date: 5/2872013

Source: Program Report
Status:  Open
Affected Section: Performance Indicators
Due Date:* 57202013
Problem Descriptios: * Please add more detail to the pedormance indicator unexpected results explanation.
Required Actiox:  Please update the unexpects results explanation

Last Update Date Last Update By

Responses
52972013 34637 PW Mr Al Church

{hig is where yoy Can gxpiain gy resgonses neaded for guessons

If you are finished with the corrective action, click the “Cancel” button to return to the report.
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Grant ID: 1078
Project Start: 71172013

Project Tithe: Project Short title
Project End: 1213172014

Applicant Agency: YUCA of the Capial Area Batc
Report Period: 7/1/2013 To 93002013

PROGRAM REPORT
Report Status: Draft Report Due Date: 1072072013
Approval Status: Retumn o Applicant Submitted Date: 5292013
Status Updated By: M= Laura Telers Return Date: 5292013
Resubmitted Date:
Final Report: No Make Final Report
Is The Project On Schedule?* Yes ¥
I not, please explain.
Brigfly List Activiies Conducted During This Period: *
We have started sening victims with the following needs
Report Sections

Sections Open Corrective Actions Status

Last Update Date Last Updated By

1] | Complete | 5292013 Wr
1 CReumed>, 52912013 m
View Corective Actions Report
Comective Actions

Problem Description Section
e3yts explanpton. S302013  |Performance Indicators Open

[ ViewRepot |[ SaveasDral |[ SubmitReport | Delete || Cancel

The program report will be sent back to you in its entirety. The sections requiring changes will be
marked as “Returned.” These are the only sections which you can update.

Louisiana Commission on Law Enforcement Page 16
Egrants System

External/Sub-grantee Version — Program Report Corrections

Quick Start Guide




Computer Aid, Inc.
A

User Masggemsnt | Funding Anncencemsnt | Projet Uinag 1 —

Grant IDx 1078 Project Tithe: Project Shor bile Applican: Agency: YMCA of the Captal Arer, Balon Rouge
Project Start: TH/2013 Project End: 1213172014 Repot Period: 7112013 To 9302013

Main Weny

| Save and Continue Editing Save - In Process Save - Complate Cancel

Secton Status: Returned
Section Name: Performance Indicatons

Response Attachments: Action [ anse Aflachments

View Comrective Actions Re‘p‘uﬂ
Corrective Actions: Sroblem Description Due Date Status

Pease 949 more deta tn the performance mdicaor uexpected resuts explanaton s002013 QOpen

1. Estabished by LCLE

1.1 GENDER - Female Victims Served @ :

1.1.1 Actual numbar of Female ictims sened o ”~
am

1.1.2 Cumudative total for the projed phase
E 300 Your target for the project & 50
1.1.3 Unexpected Resulls:
This test box alfows you to further explain why a resull may be dilerent than expedied

You can view the corrective actions specific to the section and make the requested changes in the
section.

PROGRAM REPORT
Report Status: Draft Report Due Date: 10/30/2013
Approval Status: Retumn lo Applicant Submitted Date: 52372013
Status Updated By: s Lsus Zelers Return Date: 52972013
Resubmitted Date:
Final Report: Ny Make Final Report
Is The Project On Schedule?* Yes v
I not, please exdlain
Briefly List Activities Conducted During This Period: *
We have starled sening victims with the following needs -
Report Sections

Sections Open Corrective Actions Status Last Update Date Last Updated By
0 Complete 512682013

Performance Indicators I 1 512002013

View Comective Actions Report
Carrective Actions

Section Status
Performance Indicators Open

Problem Description Due Date
3 explanation S/30/2013

. View Report L Save as Draft Submit Report J Deiate__ Cancel |

Once you have completed the updates, click on the “Save — Complete” button to change the section
status from “Returned” to “Revised”.
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Resubmit the Program Report with Updates

PROCRAM REPORT
Report Status: Draft Report Due Date: 103002013
Approval Status: Return lo Applicant Submitted Date: 5232013
Status Updated By: Vs Ls r Return Date: 5292013
Resubmitted Date:
Final Report: No Make Final Report |
Is The Project On Schedule?* Yes ¥
Ifnol. please explain
Briefly List Activties Conducted During This Period: *
We have started sening vicims with the following needs -
Report Sections
Sections Open Corrective Actions Last Update Date Last Updated By

Aachments 0 Complete 512972013 C

Performance indizalors 1 Revised 52802013

View Comective Actions Report
Corrective Actions

Problem Description Due Date Section

Piense a0d more detai 1o the performance indicatr unaxg

ed resls explanaiyn 50302013 Performance Indicators Open

View Report Save as Draft .@m@! Delete || Cancel

Once you are finished and all the sections have a status of “Complete” or “Revised”, click on the
“Submit Report” button.

Main Meny | User Wansyement | Funding Annowscement

£c] Monitoring Aucd Fiscal Details Rapoming Requirem

GrantI0: 1078 Project Tithe: Project Short bl Applicant Agency: YUCA of ihe Captal Ares Baton Aoupe
Program Staff Coatact: 1 Sary £

Fiscal Contact: Uy Lyurs Jelers

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

Filter Criteria
Phase: | |AN] ~ To access a fiscal or program report, click on the period ending date to open the report
Approval Status Al -

Cumulative Fiscal Reports
Phase Pariod Ending

Entered By

Quaterly

Inventory Reports

Last Update Date Approval Status Entered By

Program Monitoring Reports
Report ID Date of Last Visit Programs Additional Grants

Letter of C
Create Program Repant Create Fiscal Report Create Inventory Report

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

User Mansgement | Funding Anscuncement w| Portioko Massgement | Work Usssger | Augts | Waintenance

Contacts 1 Reporting l Exierny Meny

| e

Pro | Monkering | Fiacal Detals ! Audty | [

Commission Updstes

Summary Fisc

Grant ID: 1078 Project Title: Project Shod be Applicant Agency: YNCA of the Capkal Ares Baton Rouge

Program Stalf Contact: U Barry F Beber Fiscal Contact: is [ surs Teters

MAIN SUMMARY

Filter Criteria
Phase. [Al] ~ To access afiscal or program report, click on the period ending date 1o open te regort

#pproval Status:  [All] hd

Cumulative Fiscal Reports

Period Ending e Last Update Date ADy Entered By

Period Ending

5302013

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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