APPLICANT USER GUIDE

GETTING STARTED WITH
GRANTS AND FUNDING
MANAGEMENT SYSTEM

»Ohlom MHAS

c~ 4"" Promoting wellness and recovery
'h'ﬂ N 55‘?‘

Page | i




USER GUIDE

TABLE OF CONTENTS

(@ LY=L= TR 1
VAV oI TR o VTS o (oY oT U =T 1 o (] R 1
(O LYY i =T ISy X = [0 o 1
Get Started as a New External User (First Time Accessing OhioMHAS Application) .....ccccccceveveevevvenen. 1

Y] O R N VA o = S (O I T Y F T T <R 1

Step 2: “Welcome Screen”= LINK 10 REGISIEN ....viiiveiei it ie et eee et e ettt e ettt e s st e s st e s setaeeessenaeessenreeen 1

Step 3: “External User Registration”- Find NeW OrganizZation .........cooveeeiieieeeeeieeseeeeesseeeeseeeesseneeesseseeees 2

Step 3a: “External User Registration”- Create Your Organization ...........ccceeevevvieeiiieeesiiieeeeeiee e ssvee e 2

Step 3b: Enter Organization Information on “Create New Organization” SCIEEN: .....ueeevvvvvreereivireriieeessiieeens 3

Step 4: Navigated back to “External User Registration” SCIEEI ........oivvvviiiiiiiiiiiiiiiiiee e e esiitiir e e e e e e s srbrareee e 4

Step 5: “SuccessTully REISTEIEA” SCIEEIN. ..uvviiiiiiiiiiiiiiiie e e s eeitii e e e s et e e e s s s r e e e s s s ssbb bt r e e e e e s ssbbbareeeeeesas 4

Step 6: Welcome to OhioMHAS New Account Email Notification- Navigate to Create a Password. ........... 4

SEEP 7: Create YOUE PASSWOIT ......ccieveieiiteie e sttt e sete e e s sttt e e s ettt e s eateeessbeeeesesbeeessabaeeesabaeassssbenessasbeesssbanessesbeness 5
Existing External User (Having Access to OhioMHAS APPLICALION) ..ococveeeiviiie e 6

(=Y oI N YA 1o P L (R (O I Tl 1Y/ IS 1T ] 6

Step 2: “Welcome Screen”= LINK £0 LOGIN .uuuiiiiiiiieriiiiieeeiieirret et e e s s sireteeeesssssbasreeeessssesbrseeeeesssssrrsreeeesesn 6

(= R o) v | I oo |1 TS =T=) 7
External User- FOrgot PASSWOIA ..........ooiuiiiiiiiiiiie ittt sbe s sbt s sata s s sba e s sab e s s sba s s sbaessabasssnbessbaeens 7
Step 1: From IPortal Login Screen- Click Forgot Password LinK........c...oovveieiieiiee e e s 7

Step 2: Enter User Name 0n RetrieVe PaSSWOIT SCIEEN:.......vuieiiceeieeieeeiee ettt ettt e e stte e e s tte e e s svanesserbeee s 8

Step 3. Forgot Password Assistance Email Notification- Click on Rest Password LinK...........ccccceevveivveenee.. 9

Y (= oI S O T [l oo Yoo Y] (o TR 9

Step 5: Login With Your Updated PaSSWOIT: .........eeeeieeiee et eeet e e etee e s et e e s staa e e s eateeesstteeessnesessaneeeeas 10
oo [T I (N T Y ST AN o] o] L= 1 TR 11
Step 1: Navigate to MHAS Portal and Login SUCCESSTUIIY .........cocuiiiiiiiii e 11
Step 2: Display MHAS IPortal Dashboard-Navigate t0 GEMS .........cooiiiiiiie et 12
Step 3: Display GFEMS DaShBOArd .........cocveiiiiiiiee ettt ettt e e s et e s ettt eesesteeessetaeessseeeessbeeessbbeeesans 12
External User Navigations From GFEMS Dashboard ...........ccocveivciiii it 13
Applicant Dashboard VieW and NAVIGALIONS ..........eeeiirieeiiee st e s et e e sttt e e s etee e s sraeessesaessssrteeessbaeessesereessarees 13
PN o1 1oz U 1o o T IF- o [P ETTPTR PR 18
N T = a1 AN o] o] FTo= AT R 18
(I ] L=) ARR 18
Organization INFOMMALION ........cuveiiiiiiii ettt e s et e e s s bt e e e s e bt e e e s eabe e e s sbaeesabbaessssbesessrbeeeeas 21

[ ee T I R =To [T T=Y 00 T=T 0 TP 22

o 0] [=To 0 AN P T L4 S 24
COMMUNIEY ASSESSIMEN ... .veeeeeeeee e sttt e ettt e e et e e e et ee s st ateesesseeesasteeessaseeeesasseeesassesessasseeesasseessasseeesseseeessareeeean 25
T Y ToT - O - Uo7 1 /2SS 26

RS L ] DT 0o OSSR 28

[Taa]o] [V aaT=T a1 =LA [0 Y0 I ad F-T OO RRRTTTRRO 30

I Tl L0 S0 [0 =] RO 36

[a (0] [Tl B o Yol 0 4 [=] )= L o] TR 39

J NSy U = (o= TP 43

*For Board Applicant, this page Will De reMOVEU. ........cccvevviiiiii e et 43

ST [0 0oL OSSPSR 43

*For Board Applicant, this page Will De remMOVEU. ........ccvevi i sreens 45

Page | ii




NSV AN [ oF: 1 To] o AN o] o] FTorc (o] o TR 47
ALTOCALION FACE SHEEL......eiiitiicitii ittt et e st e e st e s st e s s bt e s sabe s sb b e s sbbessbbessabessbbesssbessbbessneesans 47
Allocation Organization INFOIMALION .........c.veiiiiieiii i ieee ettt e e e et e e s et e e e s bt e e s s sttt e e ssbesesssbbeessssbeneesans 48
AN I LoTor=NATo] AN | [oorc(<To I iU 10T |1 a1 [T 49
Allocation FEAEral REGUITEIMENES ........cuueeiieirieeietei e sttt e e sttt e s ete e e s sbeeessetbteessbesesssbbesssssbseesssesessssbssessbeneesnns 49
AllOCALION DOCUMENTALION .. .vviiieieveieeiteee ettt e e ettt e e st e e e sttt e e seabeeessbteessasbteessasessesbbeesssssssesssbesesssbensssssbenesanes 51
ALIOCALION ASSUIAINCE .....vveieietiieeeeteteesitteee s et teeesssseesssatesssastesesassesessssaessasseesssasessesbbesssasbesessssesesssbensssssbenessnns 57
ALLOCALION SHONMATUIE ... .veeeeetiiee ettt e e e e ettt e e ettt e e e st e e s sebbeeeseabeseesbseessasbeeesasbeasesabbaessabbssesssbesesssbeneesssbensesans 58
YN TaTor= Yo AT STV o] o T U 60

010 1T o TR 1= o SRS 62
DiSDUISEMENT REGUEST. ... .vviiiieteieesctiee e ettt e e ettt e s et e e e ettt e e s bt e e e s st e e e s e abbeeesaabaeeessbeeeesabbeseeasbeesessbaeessssbeeessabensesssrens 62
a=] 010 o £ I o OSSPSR 64
LC o0 =] 01| APPSR PR UPTRPR 64
AT L DT C=T =T o 1o o AT 64

[\ T T (=T =Y TN Y= Lo TR 64
[ g F= U BN ) o= o] o TR 64
Navigate to “Email Notification” under Maintenance Tab: .......covviviiiiiiiiiiiiiiiiiiiiiiiiiiiieievereieiererereeeeereesesrenen 64

J DI o) PR AN £ 0 F: U N[0T o i Tor: 15 T0) o TN o) 1) S 65

g 0] 1103 61 Lo [ PSSP 66
Navigate to “Project Model” under MaintenanCe Tab: ....c.vvviiieiiii ettt e e e e s sbae e 66
Displays “Project IMOAEI” SCIEEIL: .....uuvviiiiiieiiiiitiit e e e e s ettt e e e s e st e e e e s s s et b et e e eessssabbbateesessssssrbbesssesssssastes 66
Clicking on “Add Project Model” button- Display “Add Project Model” Pop-up Window: ..........cocevevrvvene. 67
Clicking on “Search” button- Display “List of Project Models” Grid: ......cccevveiiiiiiiiiiiiee i seiivveens 68
Clicking on “Edit” link- Display “Update Project Model” Pop-up WINAOW ..........ccocvvviiieeeieiiiieerceeee e 68

Page | iii




Overview

The Grants and Funding Management System (GFMS) will be utilized by the Ohio Department of Mental Health and
Addiction Services (OhioMHAS), ADAMHS/ADAS/CMHS Boards and all Prevention, Treatment and Recovery Support
Providers for all OhioMHAS funds (federal and state) to support proposal, submission, management, and all required
(federal and state) data collection. The system provides a mean for an organization to apply for funding, report progress
on identified outcomes, report expenditures, and to draw-down funds into request reimbursement for the services. This
guide describes how to utilize the functionality of the Grant and Funding Management System for all the users.

Who is this document for?

This document is intended for an Applicant which provides their entire view and functionality of Grant and Funding
Management System (GFMS).

Regarding page permissions and access roles, a section is added called “Page Permissions and Access
Roles” for each page which lists what permission each role has.

User Reqistration

Get Started as a New External User (First Time Accessing OhioMHAS Application)

This section will be applicable to the “New” External users only. For GFMS, External User “Roles” are Applicant,
Applicant after awarded, Board Manager and External Reviewer. External User Registration process consist of following
steps:

Step 1: Navigate to GFMS link

l. Open your browser and Go to https://apps.mha.ohio.gov/GEMSWelcome/Welcome.html >>Welcome Page
will be displayed.

Step 2: “Welcome Screen’- Link to Register

l. This is the landing page where an external user navigates from www.mha.ohio.gov under the funding
opportunities to page.

Il When the user navigates to the “Welcome” screen, they will be provided two options Register (New User
“Has never logged into an OhioMHAS Applications before”) or Login (Existing User “Has logged into previous
OhioMHAS Applications before” -OLGA and POPS) for GFMS.

*Note: All user accounts have been brought over from other applications. No need to register for the
application.

M. For Registration, Click on Here button for a “New User”, displayed on the “Welcome” Screen as highlighted
below in the snapshot:
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https://apps.mha.ohio.gov/GFMSWelcome/Welcome.html

OhioMHAS Grants Funding and Management System

{Ohio; © MHAS

Welcome

Step 3: “External User Registration”- Find New Organization

Select and Enter the information as indicated per each field as displayed on the “External User Registration”
screen.

Fields with red asterisks * are required fields.

If you find your organization under the “Organization Name” dropdown, select your organization and click on
the Submit button as highlighted below in the snapshot (Continue to Step 5). At this point, Create Organization
button is grayed out.

Step 3a: “External User Registration”- Create Your Organization

If you don’t find your organization name under “Organization Name” dropdown, select the checkbox next to
the Create Organization button.
Select the Create Organization button.
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& MHAS IPortal

{Ohioj © MHAS

Step 3b: Enter Organization Information on “Create New Organization” Screen:

Select and Enter the information as indicated per each field displayed on the “Create New Organization”
screen.

Fields with red asterisks * are required fields.

Click on Submit button.

User Guide
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Information” Page under Application Tab in GFMS. In order to update the information on this page
the GFMS Application Admin or I-Portal Admin will need to make the update via the | Portal

’] The organization information entered on this page will be used to prepopulate the “Organization
= registration screen.

Step 4: Navigated back to “External User Registration” Screen
l. Now user can view added organization nhame under the “Organization Name” dropdown on the “External
User Registration” screen.

Il Select your organization name from the “Organization Name” dropdown.
. Click on_Submit button

B MHAS IPortal

{hio} © MHAS

Step 5: “Successfully Registered” Screen.

l. Clicking on the Submit button displayed on “External User Registration” screen, navigates you to “Successfully
Registered” screen where you can view a message “Successfully Completed Registration” and inform you
that you will be receiving a Welcome email from OhioMHAS, providing a link to create your password as
highlighted below in the snapshot:

B MHAS IPortal

iohio; © MHAS

[ Successfully Completed Registration l

Step 6: Welcome to OhioMHAS New Account Email Notification- Navigate to Create a Password.

l. External User will be receiving a Welcome email notification from IPortal Administrator that account has been

created to access IPortal. A link will be provided in the email to create a password. There would be another
link for login to IPortal.

Il To Create a Password, Click on the link highlighted below in the snapshot:
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Welcome to OhioMHAS - New Account Inbox  x =

MHAS.Portal@mha.ohio.gov Mar 21 (2 days ago) -
tome |~

Dear Neelma Kelly,

An account has been created for you to access the MHAS Portal. The MHAS Portal may be used to access one or more MHAS applications.

To access the MHAS Portal, please follow the instructions below to create a password

Click the link below to create your password(Will be valid for 72 hours):

If clicking the link doesn’t seem to work, you can copy and paste the link into your browser's address window, or retype it there.

Additional User Information.

MHAS Portal URL: hitps://appsga.mha ohio. gov/IPortal/

User Name: Neelma.Kelly

Application Name: GFMS(Grants Funding and Management System)

Role: Applicant

After you have successfully logged in, select the "My Applications™ menu option to see GFMS and click on GFMS to access it.

Thank you,
MHAS Portal Administrator

Step 7: Create Your Password

Enter your password on the basis of following defined Standard Password Requirements:
e Password must be 8-20 characters long.
e Password must contain at least one character from each of the following categories:
e English letter (Aa-Zz)
e Digits (0-9)
e  Special symbols (1#$%_).

Click on Create Password button. (Continue to Step 8)

E MHAS IPortal

\ hio; © MHAS

o’

Create Password

User Name:

Enter Password

Welcome

ons related to this application,

An information message “Your password is successfully created” will be displayed and providing user an
option to login to the application

User Guide Page 5




V. Enter your login credentials and click on Login button to move forward in the application.

Q hesps// chio.gov. A P~ & C | & Metal H MHAS <% - Can. bow to fi_. | M Forgee P “MH_ N

http-localhostd3-Welcome &2 http--app-logs-prod2-HT.. 2] Financial and Biling Syste.. b =475 (Data migtaticn issu. ] Adenin console(local) [3] FABS (romcat) (2] FABS (was) £ FABS Web [Jenkina]

B MHAS |Portal

{Ohio} ® MHAS

& | forgot my password Download User Guide

Welcome

this application, please

Help Desk - Central Office

Existing External User (Having Access to OhioMHAS Application)
This section will be applicable to the “Existing” External users only.

Step 1: Navigate to GFMS link

. Open your browser and Go to https://apps.mha.ohio.gov/IGEMSWelcome/Welcome.html >>Welcome Page
will be displayed.

Step 2: “Welcome Screen’- Link to Login

. This is the landing page where an external user navigates from www.mha.ohio.gov under the funding
opportunities to page.

Il When the user navigates to the “Welcome” screen, they will be provided two options Register (New User
“Has never logged into an OhioMHAS Applications before”) or Login (Existing User “Has logged into previous
OhioMHAS Applications before” -OLGA and POPS) for GFMS

M. For Login, Click on Here button for a “Existing User” (Has logged into previous OhioMHAS Applications
before-OLGA and POPS), displayed on the “Welcome” Screen as highlighted below in the snapshot:

*Note: All user accounts have been brought over from other applications. No need to register for the
application.
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Welcome

The Grasts and Funding eral and state) to supy

Step 3: |Portal Login Screen:
. Enter your login credentials and click on Login button, the user will be navigating to the |-Portal Dashboard.

B MHAS IPortal

« | forgot my password

Welcome

External User- Forgot Password

Step 1: From IPortal Login Screen- Click Forgot Password Link
. Click on the link “I forgot my password” as displayed on the following snapshot:
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B MHAS IPortal

Welcome

£ of Manzal Health and Ad = ¥ any questions related to this application, please contact :

Step 2.

Enter User Name on Retrieve Password Screen:

Enter your user name and click on Submit button as highlighted below in the snapshot below
If you change your mind and want to go back to I-Portal Login screen, click on “Back to Login” link displayed
on “Retrieve Password” screen.

B MHAS IPortal |

{Ohic; ©® MHAS

Back to login

Welcome

o ment of Mental Health and Addiction Services (OhioMHAS) welcomes you to IPortal. If you have any questions related to this application.

Il An information message “If the user name you entered is associated with an account in our records, you will receive
an email from us with instructions to resetting your password” will be displayed on the IPortal Login Screen.
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® Please Enter Y

€ | forgot my pass

Welcome

Step 3: Forgot Password Assistance Email Notification- Click on Rest Password Link
l.

You will be receiving a “Forgot Password Email Notification” from IPortal Administrator, providing a link to
reset a password.

Il. Click on the link to reset your password as highlighted below in the snapshot:

Forgot Password Assistance n

MHAS.Portal@mha.ohio.gov

and paste the link into your browser's address window

etype it there

Step 4: Change Password
iii.

Change your password on the basis of following defined Standard Password Requirements:

e Password must be 8-20 characters long.

e Password must contain at least one character from each of the following categories:

e English letter (Aa-Zz)
e Digits (0-9)
e  Special symbols (1#$%_).

iv. Click on Update Password button. (Continue to Step 8)
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-

Enter Password

Re-enter Password

Welcome

ment of Mental Health and Add

on Services (OhIOMHAS) we!

comes you to 1Portal. If you have any

Step 5: Login With Your Updated Password:
l.

An information message “Your password is successfully updated” will be displayed and providing the user
an option to login.

o -

P-&C & Mental H... | |
| http--locathoytd3-Wekcome 48] http--app-logu-peod2-HT... {2 Financial and Bilkng Syste

Enter your login credentials and click on Login button to move forward in the IPortal.

chio.gov

e
MHAS e . Can how to fi... | 1] Forget P CMH. %

) Admen console(local) [&] FABS (tomcat) 48

{9 FABS (was) L3 FABS Web [Jenkins)
B VMHAS IPortal

&8 2475 (Dota migration msu.

.’\vhn‘?,; © MHAS

& | forgot my password

Welcome

The ¢ nd Addiction Servic
this 4

you have any questions related to

<
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I MHAS |Portal

{Ohioj ® MHAS

B
Back to login 3

Welcome

» Desk - Central Office

= [614) 4866 1483 or MHAHelpdesk@mha.ahio.gov

The Ohix Departmant of Mental Health and Addiction Services (OhloMHAS) welcomes you to IPortal. If you have any questions related to this application,

Login to GFMS Application

This section consist of 3 steps:
a. Navigate to I- Portal and login successfully
b. Display I-Portal Dashboard- Navigate to GFMS Application.
c. Display GFMS Dashboard

Step 1: Navigate to MHAS Portal and Login Successfully

External User Navigation Path to MHAS Portal Login Screen
https://apps.mha.ohio.gov/GFMSWelcome/Welcome.html

1. Open to your browser and go to your navigation path.
2. You will be navigated to the “MHAS Portal” Login Screen, contains two links:
a. |forgot my password:

b. Download User Guide: If you want to download User Guide, click on this link and you can

download IPortal user guide.

3. Enter your User ID and Password and click on Login button. Will be navigated to an IPortal Dashboard.

User Guide
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& MHAS IPortal
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Welcome

ks Dhairtrvant oF Mbantal Hislth and AJSIesn Sacviois (OAMSMHAS) veuloonins you b INGrTaL I yoe: s i Guaistions ralsted 16 this spplication, phiee Sontict

Download IPortal User Guide
1. Open your browser and Go to (https://apps.mha.ohio.gov/iPortal)
2. Click on Download User Guide link, a pdf version of the IPortal user guide will be downloaded.

Step 2: Display MHAS IPortal Dashboard-Navigate to GFMS
. After logging in, the user is navigated to the MHAS IPortal Dashboard.
Il. Click on My Applications Tab displayed on I-Portal Dashboard and Select GFMS (Applicant) as displayed in
the snapshot below:

Notbatioms

 Notifications

Step 3: Display GFMS Dashboard

Show My Notifications

Show My Allocations

Show My Applications

Show My Application Disbursements

Show My Allocation Disbursements

User Guide Page 12


https://apps.mha.ohio.gov/iPortal

External User Navigations From GFMS Dashboard

The External Users are following:
l. Applicant

Applicant Dashboard View and Navigations

The Applicant dashboard consist of following navigation paths:
1. OhioMHAS Logo

Home Tab

Application Tab

Funding Tab

Maintenance Tab

Report Tab

Show My Notifications

Show My Allocations

Show My Applications

10. Show My Application Disbursements

11. Show My Allocation Disbursements

12. My Account Information/ User Management/Logout

13. Gear Icon

©oNoOrWDN

Applscaiion Fundieg ~ Eeporis = Maundenance +

(4]
Show My Notifications
Show My Allocations
Sheow My Applicat
Show My Application Disbursesment

Show My Allocation Disbursements

OhioMHAS Logo
Clicking “Ohio MHAS Logo” will navigate the user to the GFMS dashboard.

Home Tab
Clicking “Home” Tab will return the user to the GFMS dashboard.

Application Tab
The applications tab provides an applicant the ability to create a new grant application, create new allocation

application and search grant applications as displayed in the snapshot below:
e New Grant Application — Click this link to start a new grant application.
¢ New Allocation Application — Click this link to start a new allocation application.
e Search Grant Application — Click this link to search a grant application.

User Guide Page 13



# Home | B8 Appiication ' 88 Funding ~ | @8 Maintenance ~
4

how My Application Disbursements

Funding Tab

The Funding tab provides an applicant to manage disbursement request. Click on funding tab as displayed in the
shapshot below:

Maintenance Tab

The Maintenance tab provides an applicant the ability to manage data values and various controls that manifest on
the grant application or other areas of the system.

e Email Notifications — Click this link to set email notification preferences.
e Project Model — Click this link to manage project model.

User Guide Page 14



Show My Notifications

Show My Allocations

Show My Applications

Show My Application Disbursements

Show My Allocation Disbursements

Show My Notifications
. Click on this link, the ‘Show My Notifications’ section will be displayed. The notification option provides user
the ability to view notifications received as displayed below in the snapshot:

= Show My Notifications

M Notifications

O GFMS Notification: QA Testing
f

U 1. Notifications displayed on this page are created in the IPortal Application. The roles permitted
to create notifications are I-Portal Admin, Application Admin, Project Lead and Fiscal Lead.

Show My Applications
. Click on this link, the ‘Show My Applications’ section will be displayed.

1. Select dropdown fields and click on Load Application button. You will then see applications captured in the
table. An application will be editable or viewable depending upon its status.

Please Select Your Organization Information to View Applications
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Show My Allocations:
l. Click on this link, the ‘Show My Allocation’ section will be displayed.
1. Select dropdown fields and click on Load Allocations button. You will then see allocations captured in the
table. The application will be editable or viewable depending upon its status.

Show My Application Disbursements:
l. Click on this link, the ‘Show My Application Disbursements’ section will be displayed.
Il. Select dropdown fields and click on Load Disbursements button. You will then see disbursement captured in
the table. An application disbursement will be viewable.

Show My Application Disbursements

Please Select Your Organization Information to View Disbursements

Organization Name

Address:

Application Number

In Progress

Show My Allocation Disbursements:
l. Click on this link, the ‘Show My Allocation Disbursements’ section will be displayed.
Il Select dropdown fields and click on Load Disbursements button. You will then see disbursement captured in
the table. An allocation disbursement will be viewable.
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Show My Allocation Disbursements

Please Select Your Organization Information to View Disbursements

Organization Name: abercrombie ﬂ

Address fsat v|

Load Disbursements

Details Requested Amount Paid Amount Status

31175 In Progress

My Account Information/Logout
Clicking “Welcome, User Name” provides following option for the user:
e My Account- Clicking this link provide user the ability to manage account information.
e User Management — Clicking this link, navigate user to the I-Portal Dashboard.
e Logout: To exit the system, select the arrow by the user name and click the ‘logout’ link

« | 8 Funding = | B8 Reports ~ | B8 Maintenance =

& My Account

& User Management |

t Logout

Gear Icon
Clicking this icon provides a window dropdown of useful links for the user. Clicking the gear icon again closes the
window.

e Ohio.gov — Clicking on this link, navigate you to ohio.gov (Ohio government) information website.

e Documentary Library- Clicking on this link, navigate you to mha.ohio.gov website.

e User Guide — Clicking on this link, navigate you to GFMS User Guide (Not Available)

e Contacts- Clicking on this link, navigate you to OhioMHAS Lead (Project Lead) contact list.

# Home | B8 appication = | B8 Funding = | B8 Reports = | B Maintenance =

+Chio; MHAS

My Account Information/Logout
Clicking “Welcome, User Name” provides following option for the user:
e My Account- Clicking this link provide user the ability to manage account information.
e User Management — Clicking this link, navigate user to the I-Portal Dashboard.
e Logout: To exit the system, select the arrow by the user name and click the ‘logout’ link

« | 8 Funding = | B8 Reports ~ | B8 Maintenance =

&Y Dashboard Manager : e
User MaﬂéngPﬂf |
t Logout
Gear Icon
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Clicking this icon provides a window dropdown of useful links for the user. Clicking the gear icon again closes the
window.

e Ohio.gov — Clicking on this link, navigate you to ohio.gov (Ohio government) information website.

e Documentary Library- Clicking on this link, navigate you to mha.ohio.gov website.

e User Guide — Clicking on this link, navigate you to GFMS User Guide (Not Available)

e Contacts- Clicking on this link, navigate you to OhioMHAS Lead (Project Lead) contact list.

# Home | B8 appication = | B8 Funding = | B8 Reports = | B Maintenance =

+Chio; MHAS

Application Tab
This section covers the use of features related to New Grant Application, New Allocation Application and Search
Grant Applications.

New Grant Application

An Applicant is provisioned to access the MHAS Grant and Funding Management System to start (create) an
application for a grant. An Applicant logs into the | Portal and has the option to select GFMS to apply for a grant. Under
the “Application” tab, selects the “New Grant Application” option as displayed in the snapshot below:

& Maintenance -

& New Allocation Application

Q. Search Grant Applications

Face Sheet

You are on the first page, “Face Sheet” of the grant application. This page provides the initial information for the grant
application.
The Face Sheet provides the initial information for the grant application.
1. Enter the information as indicated per each field.
2. Fields with red asterisks * are required fields.
3. Some fields are grayed out and the system will pull in information from other areas. These fields are read
only and cannot be edited.
4. After all of the required information has been added, select the Next button (Data saved successfully) to be
taken to the next screen.
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1. Organizations needs to be added to the applicant role in IPortal, to view under the organization
dropdown on face sheet.
o

When an Applicant (Provider) selects Board for “Who are you applying for this grant” field. The following fields will be
disappeared from the face sheet:

e  Project Area dropdown

e  OhioMHAS Lead First Name

e  OhioMHAS Lead Last Name

e  OhioMHAS Lead Email Address

Kindly view the snapshot below:
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Application + Fuading ~

b &
. 7on 5+ 4 Face Sheet
GFMS
Organization: *
APPLICATION
Organization Address: *
Face Sheet

Who are you applying to for this

grant: *

Service Type: *

Application Number:

State Fiscal Year: *

Requested Amount: *
How many years has the service
provider been in Existence? *

Program Title: *

Primary Program Contact First
Name: *

Primary Program Contact Last
Name: *

Primary Program Contact Phone
Number: *

Primary Program Contact Email
Address: ®

Secondary Program Contact
First Name:

Secondary Program Contact Last
Name:

Secondary Program Contact
Phone Number

Secondary Program Contact
Email Address:

Should the Secondary Program
Contact receive emails about
this grant?:

Fiscal Officer First Name: *

Fiscal Officer Last Name: *

Fiscal Officer Email: *

Fiscal Officer Telephone
Number: *

1042 Emma Avenue

[«

Columbiana County Mental Health ]

51 characters remaining

Neelima

Select ﬂ

5. Once the Face Sheet has been completed and saved, the Navigation bar on the left of the screen will appear

displaying the remaining pages to be completed as displayed in the snapshot below:
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*For Board, the user will not view assurance and signature pages on the left navigation bar.

Organization Information

The Organization Information page is read only and provides information captured from the initial registration process
of the applicant organization required to provide access to the GFMS.

User Guide Page 21



GFMS

APPLICATION

FaceSheet

Project Narrative

mplerentation Plan

Line ltem Budget

Federal Requirement:

& Application « | B8 Funding = | 88 Reports »

Organization Information

The information on this page is view only and cannot be changed. In order to update any organization information please login to IPortal, u
the search organization screen to search, edit and update information

mplementing Organization:

Implementing Organization's
Mailing Address:

State:

Fiscal Officer:

Fiscal Officer Telephone Number:

Certification Number:

Federal Tax ID:

& Maintenance ~

Implementing Organization's
Phone Number:

City:

Fiscal Officer Email

ADAMHS/ADAS Board:

Certification End Date:

UPID:

1. The information on this page is view only and cannot be changed. In order to update the
information on this page, an Application Admin will need to make the update via the IPortal
registration screen. Certification information must be updated through Licensure & Certification.

Federal Requirements

The Federal Requirement page gathers additional information that may be needed for federal reporting.

1. Select and Enter the information as indicated per each field on “Federal Requirement” screen.
2. Fields with red asterisks * are required fields.

Executive Director's Last
Name:

Executive Director's Email: *

3. To add Executives Director, select the Add Executive button.
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Add Executive

Executive First Name: + Executive First Name Executive Last Name: *

Executive's Tite: * Executive’s Title Executive’s Email:

Executive's Income: *

4. In the “Add Executive” pop-up window, enter the required information and select the Add button. Repeat
steps #3 and #4 up to 5 of the Executives have been added. The maximum limit to add executives are up to
5. Executive information will be displayed under “Executive Listing” table.

5. After all of the required information has been added, select the Next (Data is saved) button to be taken to the
next screen.

Federal Requirements » transs and Fu

Fu
e Executive Director's First James Execusive Directors Last K

P — — Harme: * Name:
Executive Directocs Mailing T Execusive Director's Emait: * kiBgmail com
Address * -
arye e State: * on
Tipe *
Executive Directars Phone 614) 7423652 Enecusive Direcior's Office §14) 5826353
Numiber: Number:+

President of Board of mpr— President of Board of Director's
Direciors: * Email; *

DUMNS Number: * LBHS Number (requesied for
beruional hesh iresmen

Eroviders)

Congressonal Districr *

Do you receive B0% or mare of your snnusl gross revenus or §25,000,000 of mare fram federsl S
funding? +

b I ¥es, please enter the top five Exscutive Dffcers and these incame informaton. = -

Aution First Name Lt Name. Title Email ety Inceme
( £dit | @ Delece Kawira Kaly Anatyst raBgrailcam 70000
[ Edit | @ Duiecs Py Inrean Anatyst EiFgrailiom 70000
[ Edit | & Deleca Sanjay Singh Marager ss@gmai.com 70000
[ £cit | @ Duiecn st Mayrw Manager sm@gmailcam s0000
[ £dit | & Delece Thomas Shalls Murager mEgmailcam 20000

6. After all of the required information has been added , select the Next (Data is saved) button to be taken to
the next screen.
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fun
1y

‘e, please enter the o fiv

Aution Frsz Name. Loz Blarme. Tiske Eenail Vearty Incesme

Project Narrative

The Project Narrative page provides more detailed information about the project.
1. Enter the information as indicated assuring that you have addressed all of the requested information.
2. As the narrative is being entered into the text area, the character counter will assist in keeping track

of the space available for the narrative.

Fields with red asterisks * are required fields.

4. After all of the required information has been added, select the Next button (Data is saved) to be taken
to the next screen.

w
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& == Application ~ | =8 Funding ~ | &8 Reports ~ | &8 Maintenance -
:Ohi
2% & . .
oy st Project Narrative = crants and Funding
GFMS
APPLICATION - Include a brief project narrative, including problem statement or issue being addressed, target population, number

planning to serve and costs.®

aceSheet

Organization
nformation

Federal Requirements
# Project Narrative ‘

Community Assessment

MNext

mplementation Plan

Line ltem Budget
Project Documentation
Assurances

Signature

Submit

Community Assessment

The Community Assessment Page captures which assessment tool(s) were used and provide a brief summary of
findings from the assessment strategy.

BB spplication ~ | B8 Funding ~ | BB Reports ~ | B Maintenance -

Community Assessment

APPLICATION — which community assessment tool was used?

Select Community Assessment Tools

Provide a brief summary of findings from the assessment
strategy

To add the community assessment tools, select the Select Community Assessment Tools button.
A pop-up window will appear titled; ‘Select Community Assessment Tools’.

Choose Your Community Assessment tool form the drop down.

Enter the information as indicated per each field and select the Add button. Repeat until all of the
community assessment tools have been added.

PwOdPE
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Select Community Assessment Tools

Community Assessment Tool: *

9

Description: *

Assessment Readiness Date: *

r » 355 [ @

| B Add I “ance

5. Enter the information as indicated per each field and select the Add button. Repeat until all of the

community assessment tools have been added.
6. All community assessment tools that are added will appear on the ‘Community Assessment’ screen in the

table titted Community Assessment Tools Used.
7. The entries in the “Community Assessment Tools Used” table, may be edited or deleted by clicking on the

Edit or Delete link.
8. To move to the next screen select the Next button (Data is saved).

# Home | &8 Application » | &3 Funding = | &8 Reports « | &3 Maintenance =

Community Assessment » Grans

Which community assessment tool was used?
¥ as Select Community

APPLICATION v

Provide a brief summary of findings from the assessment strategy:

Federal Requirements
= - Community Assessment Tools Used

Project Narrative
Date

Tool Used Description

Community Farums This is my community assessment tool for community forums. 03/24/2016
Sarvice Capacity o o

SAMHSA This is another community assessment tool. 042172016

Service Capacity
The Service Capacity screen addresses some demographics, elements of sustainability and behavioral health
disparities.
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1. Select and Enter the information as indicated per each field displayed on the “Service Capacity” screen.

Fields with red asterisks * are required fields.

3. Asthe narratives are being entered into the text areas, the character counter will assist in keeping track of
the space available for the narrative.

4. To add the elements of sustainability, select the Select Elements of Sustainability button as highlighted
below in the snapshot:

n

Age Groups (Check all that apply

How will proposed program interventions address those behavioral health disparites? *

Select Elements of Sustainability

5. A pop-up window will appear titled; ‘Select Elements of Sustainability”.
Choose the elements of sustainability and complete the description.

7. Enter the information as indicated per each field and select the Add button. Repeat until all of the
sustainability elements have been added.

o
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Select Elements of Sustainability

Sustainability Element: *

1]

Description: *

‘ B Add I

8. All sustainability elements that are added will appear on the “Service Capacity” screen in the table titled
“Elements of Sustainability Addressed”.

9. The entries in the “Elements of Sustainability Addressed” table, may be edited_or deleted by clicking on the
Edit or Delete link.

10. To move to the next screen select the Next button (Data is saved).

Staff Description

The Staff Description screen will display a listing of the staff and their qualifications.
1. To add staff, select the Add Staff button as highlighted below in the snapshot.
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BB spplication - | B Funding -~

8 reports ~ | #l Maintenance -

Staff Description

Federal Requirement
*roject Marrative
Community Assessment
Se ce Capacity

) 4

mplementation Plan

2. An‘Add’ Staff pop-up window will appear.
3. Fields with red asterisks * are required fields.

4. Enter the information as indicated per each field and select the Save button. Repeat until all of the staff and
credentials have been added. If you change your mind, select the Cancel button, navigated back to staff

description screen.

Add Staff
First Mame: *
Last Mame: *
Title:
Email
Staff Qualificaticn:
Odher

Assistant

Certified Nurse Practioners

medicine

Doctor of ostecpath

Licensed accupartional therapist

Licensed school gy

Ohio Certified Preven n Specialist

Ohio Cemified Prevention Specialist Assistant

Physician assiszant

Professional clinical counselor
Provisional professional dinical counselor

Psychologist

chology assistant
chology intern
chology resident
Registered nurse

School Rescurce Officer

Aide
Aot Therapist
Certified Health Education Specialist
Certified Therapeutic Recreation Specialist
DLsRE. Officer

Licensed Independent social worker
Licensed sccupartional therapy a

tant
Master Certified Health Education Specialist
Ohio Certified Prevention Specialist |
Pharmnacist
Prevention Specialist Registered Applicant or Registered
Applicant
Professional counselor
Prowisional professional Counselor
Psychology aide
holosy fellow

hology postdocoral trainee

hology rainee

School psychology assistant
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The Staff Qualifications that are listed in the ‘Add Staff’ pop-up window are dependent on the
Service Type of the application. For example; Prevention may not see the same qualifications
that are shown for Community Support.

,] Only Staff working on the particular grant will be included in the “List of Staff’ not the entire staff
list for the agency.

D If user selects “Other” displayed under Staff Qualifications list, the text box field becomes the
required field and user needs to enter the value in it.

5. All staff that are added will appear on the “Staff Description” screen in the table titled “List of Staff”.
6. The entries in the “List of Staff” table, may be edited or deleted by clicking on the Edit or Delete link.
7. To move to the next screen select the Next button (Data is saved).

~ | & Reports » | &8 Maintenance -

First Name Last Name Title Email Staff Qualification

Implementation Plan

The Implementation Plan is made up of several screens. The plan is where the Applicant will describe how they intend
to implement and manage the project outlined in this application.
1. To create the Implementation Plan, select the Create New Implementation Plan button as displayed in the
snapshot below:

User Guide Page 30



8 Application ~ | #8 Funding ~ | 88 Reports - | B8 Maintenance ~

Implementation Plan

GFMS

Define Project Model

1. The ‘Define Project Model’ screen will appear.

Fields with red asterisks * are required fields.

3. Select and Enter the information as indicated per each field. Depending on what is selected in the “Project
Model” dropdown, the description will be automatically populate into the ‘Project Model Description’ field.

4. Select the Save and Continue button. Repeat until all of the staff and credentials have been added.

n

= Funding = = Repaorts = &8 Maintenance =

O

Define Project Model

Project Model Type: * E|
Project Model: * ect M

Project Model Description: *

Level Of Risk: * act M
Start Date: * n

£ ek

End Date: ]

User Guide Page 31



1. The Project Model Type, Project Model and Project Model Description must have been
,] created by the OhioMHAS Lead in the Project Model section of the Maintenance Tab.
Cl

2. If user selects Adaptive Evidence Based Programs or Locally Developed Programs
under Project Model Type, the project model description needs to be entered.

Define NOMs
1. All of the NOMs associated with the selected Project Model will automatically show on the screen.
2. Select at least one NOM and then select the Choose Objectives button as highlighted below in the

shapshot:

A5 "'_4 _ N . _
& % # Home | &8 Application ~ | & Funding ~ | &8 Reports ~ | & Maintenance ~

¥ . ¥

Define NOMs

Choose desired NOM(s) for this Project Model (at least 1): *
Gain"u ly Employed

Save and Finish Later Choose Objectives

Define Objectives
1. All of the Objectives associated with the selected NOMs will automatically show on the “Define Objectives”

screen.
2. Select at least one Objective and then select the Next Section button. Data is saved.
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& Maintenan

Define Objectives

Your current NOM is Gainfully Employed. Choose your objectives
for this NOM below:

Clients will participate in job preparation/education programming

Previous Sed

3. A second “Define Objectives” screen will appear.
4. Select and Enter the information as indicated per each field and select the Next Section button.

M Home . Application - - Funding ~ . Reports = . Maintenance -

& ODbjective Summary

O

Define Objectives

Your current objective is Clients will participate in job preparation/education
programming . The NOM for the current objective is Gainfully Employed

Eillin the information below for the objective below
In this grant fiscal year, of the people served by this intervention, will

achieve this objective

Choose your level of change: ﬂ

Previous Section Next Section
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1. Depending on the Service Type of the application, the user will view screens for
Strategy/Services, Service/Activities, or will have completed the Implementation Plan
section of the application.
2. If Service Type is “Prevention” or “Community Support”, the “Strategy/Services”
j screen will be displayed.
= 3. If Service Type is “Treatment and Recovery”, “Services/ Activities” screen will be
displayed.
4. If Service Type is “Research and Evaluation”, Services/ Activities or Strategy/Services
screen will not be displayed and user will be directly navigated to “Review Implementation
Plan” screen.

Strategy/Services

All of the Strategy/Services associated with the selected NOMs and Objectives will automatically show on
the screen.

Select the appropriate Strategy& Services for the Strategy and enter an amount in ‘Enter Est. Served’ field
to be served.

Select the Next Section button. (Data is saved)

1.

Next Section

Service/Activities

1.

2.

All of the Service/Activities associated with the selected NOMs and Objectives will automatically show on the
screen.
For each Service/Activities complete the required information and select the Next Section button. Data is

saved.
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Review Implementation Plan

1. The Review screen allows the user to review the implementation plan and make any changes. To make
changes in a section, select the link in red text to be taken back to that specific screen as highlighted below
in the snapshot:

2. Select the Done button to be taken back to the Implementation Plan screen. When user clicks on Done
button, the data will be saved successfully.

# Home | &8 Application ~ | &8 Funding ~ | & Reports = | &= Maintenance =

2, . .
»” Review Implementation Plan » rants and Funding Management Systen

Project Model: Across Ages

Start Date: 03/25/2016 - End Date: 03/31/2016

Q NDM:lCnmlnaljusllt_el

O Objective :[ Reduced number of particpants re-arrests

Level of Change - Number Served: 45, Number Achieved: 14, Percentage Achieved: 31.11%

© strategy:

Patty’s Services: |43 (Direct Service)

Previous Section ‘

3. All Implementation Plans that are created will be listed in the ‘List of Implementation Plans’ table.
4. The entries in the ‘List of Implementation Plans’ table, may be edited or reviewed by clicking on the Edit or
Review link, displayed in the snasphot below:
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\PPLICATION w

FaceSheet

Implementation Plan

Create New Implementation Plan
List of Implementation Plans

Action Project Model Type Modified By Last Modified
All Szars Coalition 172572016 1:16:12 PM Patty.lnman
Across Ages Evidence Based Practice 3/23/2016 3:10:28 PM Party.lnman

5. Select the Next button (Data is saved) to move to the next section of the application.

Line Item Budget:

The Line Item Budget screen allows the user to enter how the funds will be budgeted for the project.
1. There are two sections to the Line Item Budget; ‘Direct Costs’ and ‘Indirect Costs’.
2. Input the budget amounts into the appropriate line item.
3. A Narrative must be provided for each line item that shows an amount.
4. When an amount is entered into the column titled ‘Budget Revision’ for a line item, the calculation for the
columns titled ‘Difference between Original & Revision’ and ‘Percentage Difference’ will be automatically
calculated.
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1. For the initial grant application, the following columns should not be shown; MHAS Budget
Revision, Narrative, Difference between Original & Budget Revisions, and Percentage Difference.

2. Once the application is in the Awarded status, the MHAS Funding and Narrative columns are
grayed out and cannot be edited.

3. If application status is Revision, the MHAS Funding, Narrative, Other Funding, Narrative, and
Total columns will be grayed out and cannot be edited.

4. If application status is Renewed, the initial grant application rules will be applied to the renewed
application.

1. Grand Total is the total of the costs listed in Total Direct Costs and Total Indirect Costs. The
Grand Total of the MHAS Funding column must match what is in the ‘Amount Requested’ field
on the Face Sheet.

*For Board, the column name “MHAS” will be changed to “Board” as displayed in the snapshot below:
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Project Documentation:

The Project Documentation screen is where the Insurance Policy, Annual Financial Reporting Audit, MOU, Project
Documentation, and any additional documents will be attached (upload) as highlighted in the snapshot below:

g R g s Uiy

[ D [ITSer sy

*For Board, NOSA Section will not be displayed, Proof and Annual Financial Reporting Audit sections are not the
required sections to fill in.

How to Attach Documents

1. All documents on the “Project Documentation” screen will be attached in the same manner.
2. To attach the “Proof of Liability” page, click on the Click Here to upload link, which is designated by the
pointing hand icon.

7! Click Here to Upload the |

A pop-up window will appear to allow for the uploading of the document.

Fields with red asterisks * are required fields.

To attach a document, select the Browse button.

Select the file from your computer that is to be attached and then select the Upload Attachment button as
displayed in the snapshot below:

ok w
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W Appaumiinn - _

Project Documentation >> Upload Proof of Liability

Document Name:

Document Description

File:

I Erowse..

&8 Upload Artachment

Please be aware of the restrictions on the document attachments.

0Cd

Uploaded Proof of Liability
1. Enter the information as indicated for each field.
2. See the section titled; ‘How to Attach Documents’ for instructions on how to attach the required documents.
3. Once the document has been uploaded, it will appear in the table titled, “Uploaded Proof of Liability” as
highlighted in the snapshot below:
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Uploaded Proof of Liability

Document Name Description Uploaded Date Uploaded By
B View @ Delete Liability Document Standard Template A/812016 Meelima.Kelly
a. Insurance Carrier:
b. Policy #:
C. Insurance Amount $
d. Date of Expiration:

4. If this is the only section in the ‘Project Documentation’ screen that needs completed, select the Next button.
5. If there are other sections in the ‘Project Documentation’ screen that needs to be completed, then proceed to
the next section on the screen.

Uploaded Annual Financial Reporting Audit

1. Enter the information as indicated for each field.

2. If you select the answer Yes to question a, then you will be required to provide a ‘Date the Audit was

Completed'.

If you select the answer Yes to question c, then you will be required to provide an explanation.

See the section titled; ‘How to Attach Documents’ for instructions on how to attach the required documents.

5. Once the document has been uploaded, it will appear in the table titled, “Uploaded Annual Financial Reporting
Audit” as highlighted in the snapshot below:

pw

Uploaded Annual Financial Reporting Audit

Document Name Description uploaded Date uploaded By

& View B Delete Annual Financial Report standard template for the report 47872016 Neelima.Kelly
a. Has the agency had a current Annual £ |we

Financial Reporting Audit within the past 12 '

months?

b. If Yes: Date the Audit was completed: ~

Time Period the Audit From: £

Time Period the Audit To: =)

C. Any Findings?

[<]

If Findings, please explain:

6. If this is the only section in the “Project Documentation” screen that needs completed, select the Next button.
7. If there are other sections in the “Project Documentation” screen that needs to be completed, then proceed to
the next section on the screen.

Uploaded Project Documentation

1. The ‘Project Name’ will appear automatically as the table header depending on the Project that was selected
on the Face Sheet.
2. See the section titled; ‘How to Attach Documents’ for instructions on how to attach the required documents.
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3. Once the document has been uploaded, it will appear in the table titled, ‘Uploaded project name
Documentation’.

7 Click here to Upload the Required Documentation for the Project Area: RTTT (Please upload all decumentation required for this project)

Uploaded RTTT Documentation

Document Name Description Uploaded Date Uploaded By

B View il Delete RTT Doc RTT Dac 4/8/2016 Meelima.Kelly

4. If this is the only section in the ‘Project Documentation’ screen that needs completed, select the Next button.
5. If there are other sections in the ‘Project Documentation’ screen that needs to be completed, then proceed

to the next section on the screen.

Uploaded MOU
1. See the section titled; ‘How to Attach Documents’ for instructions on how to attach the required documents.

2. Once the document has been uploaded, it will appear in the table titled, ‘Uploaded MOU’.

P Click Here to Upload the MOU - Memorandum of Understanding (if required)

Uploaded MOU

Document Name Description Uploaded Date Uploaded By
& View & Delete Memorandum Standard Template 4/8/2016 Neelima.Kelly
3. Ifthis is the only section in the ‘Project Documentation’ screen that needs completed, select the Next

button.
4. |If there are other sections in the ‘Project Documentation’ screen that needs to be completed, then proceed

to the next section on the screen.

Uploaded Additional Attachments
1. This section is to be used for any other additional attachments that may be needed to submit the application.
2. See the section titled; ‘How to Attach Documents’ for instructions on how to attach the required documents.
3. Once the document has been uploaded, it will appear in the table titled, Uploaded Additional Attachments’.

7 Click Here to Upload Additional Attachments

Uploaded Additional Attachments

Document Name Description Uploaded Date Uploaded By

S View W Delete Secondary Insurance Doc Secondary Insurance Doc 4/8/2016 Meelima.kelly

4. If this is the only section in the ‘Project Documentation’ screen that needs completed, select the Next button.

5. If there are other sections in the ‘Project Documentation’ screen that needs to be completed, then proceed
to the next section on the screen.

1. When Grant Application Status is tagged as an “Awarded” then only, the NOSA section
!] will be populated on the Project Documentation screen.

=
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Assurances

The Assurances screen is where the user will read and digitally sign the Assurances document.

1. Select the View link in the “Assurance” table to read the assurance document.

2. Click in the ‘I Agree’ box to digitally sign that the assurance has been reviewed and agreed to.
3. Click on_Next button (Data is saved) to be taken to the next screen.

# Home | B8 Application + | I8 Funding ~ | B8 Reports + | I Maintenance -

Assurances
Please read the Assurances carefully by clicking on its title. Then select the checkbox next to the Assurances to indicate that you agree.

Checking the box below is the equivalent of a digital signature. By checking these box. you indicate that you agree in full to the specified Assurances as it is presented and that you are the CEO of
the agency applying for the funds specified on this grant application or a delegate acting on their behal.

Assurance

Action AsSsurances Fiscal Year Signatory Date of Signature 1 Agree

4. A Signatory Name and Date of Signature will be displayed in the Assurance table as highlighted below in the
snapshot:

ndicate that you agrae.

Checking the box below is the equivalent of a digial signature. By checking these box. you Indicate that you agree in full to the specified Assurances as it is presented and that you are the CEO of
the agency apphying for the funds specified on this grant application or a delegate acting on their behalf.

*For Board Applicant, this page will be removed.

Signature

The Signature screen is where the unsigned copy of the signature sheet can be downloaded, signed, and the uploaded
back into the application.

1. Select the Click Here link to download the signature sheet.

Click here to download a blank unsiened copy of the signature sheet,

2. The signature sheet will be opened in a PDF format. Print the document, get it signed by the appropriate
people, then scan and save the document to your computer.

3. To attach the signed Signature sheet to the application, select the Upload Signature link.
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7 Upload Signature

Signature

Mease upboad a signature sheet bearing the signatures of bath your agency’s Chief Exeautive Officer and President of the Board of Directors.

Nobe that you will not be

OhiaMMAS. This could dels:

first upipading a signature page. If the Signature page i INCOMECT your Brant application will De returned upan review By

Document Namie Uplpaded Date: Uploaded By
o i Biades & \iew Prevention Signature 21152016 Joseph. Be!
. antailon B Vi Prevention Signature 312872016 Neelima Kelly

4. The Upload Signature pop-up window will appear.

5. Input the Document Name and Upload the signature document. Click on Upload Signature button. See the
section in the user guide titled: ‘How to Attach Documents’ for detailed instructions.

#A Home | B Application = ] Funding = &8 Reports ~ | B8 Maintenance ~

on 56 Signatures >> Upload Signature » crants and Funding Management System

Document Name:”™

File: *

& Upload Signature

6. The Signature Document will be listed in the “Uploaded Signatures” table as highlighted below in the
snhapshot:
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jon ~ | 8 Funding ~ | B8 Reports + | B

o s Signature
GRS
Please upload a signature sheet bearing the signatures of both your agency’s Chief Executive Officer and President of the Board of Directors.
PPLICATION w

Mt thiat you will not be able to submit
Face Sheet OhicMHAS. This could delay or potents

<t upkoading 3 signature page. i the signature page s incorrect, your grant spplication will be returned upon review by

Cick here to download a blank unsi

¥ Upload Signature

Uploaded Signatures

an Document Name Uploaded Date Uploaded By
Brevention Signature 21172048 Juseph.Bsd
S View Prevention Signature 372872015 Neslima, Kely
= View Brevention Signature 3282008

Neelima. Kely

Please note the restrictions for uploading this sighature document.

*For Board Applicant, this page will be removed.

Submit

The Submit screen is where the application will be checked to assure all required fields are complete and the application
will be submitted to OhioMHAS for review.
1. Select the Submit Application button.
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Service Capacity

Staff Description
mplementation Plan
Line item Budget
Project Documentation
Assurances

Signature

Submit

Submit Application Information
Please review all of the application to assure that the Information Is correct and complete. Once the application has been submitted. it will be reviewed by the appropriate staff.
If you have questions or concerns about how to fill out your application refer to the Help Documentation and/or call the project lead listed below.

Project Lead:

Name;

Email: Senthilkumar.Rajagepal@mha.chio.gov

Phone

2. The system will display “Application Completed” screen where you can view a message “The Application has been
submitted successfully”

i e i

*The Application has been submitted successfully

3. If the required information is not entered on the application pages and user clicks on Submit button, the system will
ask user to enter the information, Example highlighted in the snapshot below:
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*For Board Applicant, the instructions will be “If you have questions or concerns about how to fill out your application,
please refer to the Help Documentation and/or call the project lead listed below. The Project Lead information will be
removed.

New Allocations Application:

An Applicant is provisioned to access the MHAS Funding and Grants and Funding Management System to create an
allocation application for the allocations. Here, the user logs into IPortal and has the option to select GFMS to apply for
an allocation. Under the “Application” tab, selects the “New Allocation Application” option as displayed in the snapshot
below:

¢

O “a‘ B nNew Grant Application
ou

& New Allocation Application

Q search Grant Applications

Allocation Face Sheet

You are on the first page, “Allocation Face Sheet” of the allocation application. This page provides the initial
information for the allocation application.

1. Select the information as indicated per each field on “Allocation Face Sheet” screen. Fields with red
asterisks * are required fields.

2. Click on_Search button. The fields will be displayed on the basis of selected input.

3. Select and Enter the information as indicated per each field. Fields with red asterisks * are required fields.

4. After all of the required information has been added, click on Next button (Data is saved) to be taken to the
next screen.
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conder) ct Firss Mam
ot ame
conds Numbe:
Secondary ct Email Address
3l Officer First Nam
Fiscal Officer Lasz Name:
scal Offic % Nurnbe:
scal Officer s reas:

Allocation Organization Information

The Organization Information page is read only and provides information captured from the initial registration process
of the applicant organization required to provide access to the GFMS.

1. The information on this page is view only and cannot be changed. In order to update the
information on this page, an Application Admin will need to make the update via the IPortal
registration screen. Certification information must be updated through Licensure & Certification.

=

1. Click on the Next button to be taken to the next screen.

T
# Home | B8 Application ~ | B8 Fund ng ~ | @8 Reports ~ | E8 Maintenance ~

The information on this page is view only and cannot be changed. In order to update any organization information please login to IPortal, use
the search organization screen to search, edit and update information

<

ADAMHS/ADAS Board. Federal Tax ID;
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Allocation Allocated Funding

This page captures the funding that has been allocated to the organization.

'] 1.The Allocation Allocated Funding information is populated from the allocation funding page

located in the funding tab.

1. Click on the Next button to be taken to the next screen.

Total Amouwnt Allocated: $3.525.55

Allocation Federal Requirements

The Allocation Federal Requirement page gathers additional information that may be needed for federal reporting.
1. Select and Enter the information as indicated per each field on “Allocation Federal Requirement” screen.

2. Fields with red asterisks * are required fields.
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Welcome, Neelima.Kelly = |

o 5% Allocation Federal RequUIremMents s crants and Funding Management System E
GFMS - . - .
Executive Director's First | gy Executive Director's Last .
ALLOCATION - Mame: = Mame: &
et Face sheet Executive Director's 54 northglen rd Executive Director's sk@gmail.com
Malling Address: * Email: *
Allocation Organization . -
Information Ciy: Columbu: State: Ohio
Allocation Funding
zZip: * 43224
*  Allocation Federal ‘
Requirements.
Executive Director's e — Executive Director's e —
Mllocation Phone Number: * Office Number; *
Documentation
President of Board of Sabin Hill President of Board of h@email.com
Allacation Assurance Directors: * Director's Email; *
Allacation Signature DUNS Number: = 54545450 |-BHS Number (requested
for behavioral health
Alfocarion Subsrit o sseain  DUNS Numiber, call 1856 TISS711 aetn weatment providers) Provvsers can asely for & numbar or varfy tha lacation 130cianes wih e
access e webste. CLCK HERE rumber (formerty F5ATS] by caliing 1-838-301-1143 or CLICK HERE
Allocation
i o 1141
Approve/Raject Congressional District: g, 416
Do you receive BO% or more of your annual gross revenue or $25,000,000 or more No 'v]

from federal funding? *

If Yas, please enter the top five Executive Officers and their incomae information, * -

There are no Executive List at this time.

3. To add Executives Director, select the Add Executive button on the Allocation Federal Requirements screen,
an “Add Executive” pop-up window will be displayed.

Add Executive

Executive First Name: * E t 1 Executive Last Name: *
Executive's Title: * Exacut Tit Executive's Email: *

Executive's Income: *

4. Inthe “Add Executive” pop-up window, enter the required information and select the Add button. Repeat steps
#3 and #4 up to 5 of the Executives have been added. The maximum limit to add executives are up to 5. .
Executive information will be displayed under “Executive Listing” table.

5. After all of the required information has been added, select the Next (Data is saved) button to be taken to the
next screen.
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Allocation Documentation

The Allocation Documentation screen is where the Insurance Policy, Annual Financial Reporting Audit, Title XX
reports, program documentation, MOU and any additional documents will be attached (uploaded). There is an
additional section for Title XX Reports where user can view and download the reports.

Non-Board View

In the non-board view, Allocation Documentation contains following sections as mentioned in the snapshot below:
1. Uploaded Proof of Liability

Uploaded Annual Financial Report Audit

Upload Program Documentation

Upload MOU

Upload Additional Attachments.

abrwbd
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i = v

Allocation Documentation

Sl
GFMS
ALLOCATION v [ Click Here to Upload the Proof of Liability page of the Insurance Policy to this section ]
Allacation Face sheet Uploaded Proof of Liability
A Document Name Deseription Uploaded Date Uploaded By

a. Insurance Carrier:

b, Palicy #:

Documentatior €. InSUrance Amount: 5

d. Date of Expiration: =

L,' Click Here to Upload the Findings page of the Annual Financial Reporting audit or Auditable financial statemer ':.I

Allacation
Approval/Reject Uploaded Annual Financial Reporting Audit

Document Name Description Uploaded Date Uploaded By

pload Progra

[l'- Click entation ]
Uploaded Program Documentation

Document Name Description Uploaded Date Uploaded By
[.j- Click Here to Upload the MOU - Memorandum of Understanding (if required) ]
Uploaded MOU
Document Name Description Uploaded Date Uploaded By

[1_'- Click Her tiona

Uploaded Additional Attachments

Attachments

Document Name: Description Uploaded Date Uploaded By

Board View

In the board view, Allocation Documentation contains following sections as mentioned in the snapshot below:
1. Uploaded Proof of Liability

Uploaded Annual Financial Report Audit

Title XX (Social Services Block Grant) Documents

Uploaded Title XX (Social Services Block Grant) Documents

Upload Program Documentation

Upload MOU

Upload Additional Attachments.

Nookrwd
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Y & Funding ~ | &8 Reports ~ | &8 Maintenance =

—

GFME

ALLGCATION ~ | lick Here to Upload the Proof of Liability page of the Insurance Policy to this section.

Allocation Face Sheet Uploaded Proof of Liability

Document Name Description

Upioaded Date Uploaded By
Information

Allacasion Compliance 1 41312016 Maria.Foster
Allocation Allocated
Funding Compliance 1 an3r2016 Maria.Foster
Alocation Federsl Sview Tes2 41312016 Maria.Foster
Requireme

‘ a. Insurance Carrier:

Allacation

rance b. Policy #

Allacation Signature
c Insurance Ameunt: 5

Allocation Submit

4. Date of Expirat

€% Click Here to Upload the Findings page of the Annual Financial Reporting audit or Auditable financial swtements,

Uploaded Annual Financial Reporting Audit

Document Name Desciiption Uploaded Date Uploaded By
View Prevention Signature 212016 Maria Foster
Prevention Signature an12016 Mariz Foster
Test anzz016 Maria Foster
Test2 anzz016 Maria Foster
testre: 42712016 Mariz Foster
8 Testzip test 42712016 Maria Foster
BV Treaiment & Recovery Signature 812016 Maria Foster
B view Treatment & Recovery Signaturs anzrz01e ZareenSyed
a. Has the agency had a current Annual Finandial Reporting Yes

Audit within the past 12 months?

b M Yes: Date the Audit wes completed

Time Period the Audit Fram: .
Time Period the Audit To:

< Ay Findings?

dings, please explain . -

5 Block Grant) Documents

Tt 106 Imvoice View Downicad

jons

Tiria 30¢ Sarvicas Plan

Titie 304 Annual Expendliture Repor: View Downioed

ucions

Uplaaded By
Tareen e
ane mare Maria &
EEnam Miaia Foster
An ivoice for quarcer 3 Maria Foster
Quanard Maria Fogtes
Miaria. F
Bview war arar Tareen Sped
- KL AER 42002016 Maria. Foster
Bview Titte 0L AER 2 Maria Feqtes
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Uploaded Program Documentation

Uplsaded MOU

[ T I
5 8 8 8

How to Attach Documents

1. All documents on the “Allocation Documentation” screen will be attached in the same manner.

2. To attach the “Proof of Liability” page, click on the Click Here to Upload link, which is designated by the
pointing hand icon.

L7 Click Here to Upload the |

A pop-up window will appear to allow for the uploading of the document.
Fields with red asterisks * are required fields.
To attach a document, select the Browse button.

Select the file from your computer that is to be attached and then select the Upload Attachment button:

o grw

Document Narme: *

Document Description:

File: *

Browse...
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= Please be aware of the restriction on the documents attachments.

Uploaded Proof of Liability

1. Enter the information as indicated for each field.

2. See the section titled; ‘How to Attach Documents’ for instructions on how to attach the required documents.

3. Once the document has been uploaded, it will appear in the table titled, “Uploaded Proof of Liability” as
highlighted in the snapshot below:

€7 Click Here to Upload the Proof of Liability page of the Insurance Palicy to this sectio

Uploaded Proof of Liability

Document Name Description Uploaded Date Uploaded By

& View B Delete nsurance Doc Insurance Doc 4/29/2016 Neelima.Kelly

a. Insurance Carrier:

b. Policy #:

€. Insurance Amount: [

d. Date of Expiration:

[k

4. Ifthisis the only section in the ‘Allocation Documentation’ screen that needs completed, select the Next button.
5. If there are other sections in the ‘Allocation Documentation’ screen that needs to be completed, then proceed
to the next section on the screen.

Uploaded Annual Financial Reporting Audit

1. Enter the information as indicated for each field.

2. If you select the answer Yes to question a, then you will be required to provide a ‘Date the Audit was

Completed'.

If you select the answer Yes to question c, then you will be required to provide an explanation.

See the section titled; ‘How to Attach Documents’ for instructions on how to attach the required documents.

5. Once the document has been uploaded, it will appear in the table titled, “Uploaded Annual Financial Reporting
Audit”.

pw
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\ancial statements.

€P Click Here to Upload the Find of the Annual Financial Reporting audit o Aud

Uploaded Annual Financial Reporting Audit
Document Name Description Uploaded Date Uploaded By

@ Delete Audit Report Audit Report 4/29/2016 Neelima.Kelly

ncy had a current Annual Financial

Reporting Audit within the past 12 months?

b. If Yes: Date the Audit was completed: * 05/20/2016
Time Period the Audit From 05/13/2016
Time Period the Audit To:
c. Any Findings?

f Findings, please explain: * some findings

6. If this is the only section in the “Allocation Documentation” screen that needs completed, select the Next
button. —

7. Ifthere are other sections in the “Allocation Documentation” screen that needs to be completed, then proceed
to the next section on the screen.

Download the Uploaded Title XX Reports/Documents

1. Click on View link to read the documents.
2. Click on Download link to download the document.
3. Click on Delete link to delete the document.

*Note:This section will be appeared for boards only.

Title XX (Sacial Services Block Grant) Documents

Title XX Invoice Views Instructions
Title XX Services Plan View o Instructions
Title XX Annual Expenditure Report View Download Instructions

Uploaded Title XX Reports/Documents

1. See the section titled; ‘How to Attach Documents’ for instructions on how to attach the required documents.

2. Once the document has been uploaded, it will appear in the table titled, ‘Uploaded Title XX Documentation’.
You can view the document.

3. [If this is the only section in the ‘Allocation Documentation’ screen that needs completed, select the Next
button.

4. If there are other sections in the ‘Allocation Documentation’ screen that needs to be completed, then
proceed to the next section on the screen.

*Note:This section will be appeared for boards only and the delete option will be available until the allocation
application is submitted.

Docurnent Name Description Uploaded Date Uploaded By

8 View Quarter 1 Invoice Testing 42712016 Zareen. Syed Y,
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Uploaded Program Documentation

1. The ‘Program Name’ will appear automatically as the table header depending on the Project that was
selected on the Face Sheet.

2. See the section titled; ‘How to Attach Documents’ for instructions on how to attach the required documents.

3. Once the document has been uploaded, it will appear in the table titled, ‘Uploaded program name
Documentation’.

Document Name Description Uploaded Date Uploaded By

ogram Document Program Document 4j20/2016 Neelima.Kelly

4. If this is the only section in the ‘Allocation Documentation’ screen that needs completed, select the Next
button.

5. If there are other sections in the ‘Allocation Documentation’ screen that needs to be completed, then
proceed to the next section on the screen.

Uploaded MOU

1. See the section titled; ‘How to Attach Documents’ for instructions on how to attach the required documents.
2. Once the document has been uploaded, it will appear in the table titled, ‘Uploaded MOU'.

L Click Here to Upload the MOU - Memorandum of Understanding (if required)
Uploaded MOU

Document Name Description Uploaded Date Uploaded By

MOU 1 MoU 1 412072016 Nezlima.Kelly

3. Ifthis is the only section in the ‘Allocation Documentation’ screen that needs completed, select the Next
button.

4. If there are other sections in the ‘Allocation Documentation’ screen that needs to be completed, then
proceed to the next section on the screen.

Uploaded Additional Attachments
1. This section is to be used for any other additional attachments that may be needed to submit the application.
2. See the section titled; ‘How to Attach Documents’ for instructions on how to attach the required documents.
3. Once the document has been uploaded, it will appear in the table titled, Uploaded Additional Attachments’.

Document Name Description Uploaded Date Uploaded By

Financial Document Financial Document 4/29/2016 Neelima Kelly

4. If this is the only section in the ‘Allocation Documentation’ screen that needs completed, select the Next
button.

5. If there are other sections in the ‘Allocation Documentation’ screen that needs to be completed, then
proceed to the next section on the screen.

Allocation Assurance
The Allocation Assurances screen is where the user will read and digitally sign the Assurances document.
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1. Select the View link in the “Assurance” table to read the assurance document.
2. Mark the checkbox for “I Agree” to digitally sign that the assurance has been reviewed and agreed to.
3. Click on_Next button (Data is saved) to be taken to the next screen.

AllaEation ACSLFane
Allocation Assurance
Please read the Assurances carefully by clicking on its title. Then select the checkbax next to the Assurances to indicate that you agree.

Checking the bax below is the equivalent of a digital signature. By ehecking these bax, you indicate that you agree in full to the specified A asitis d and that you are the CEQ of the agency applying for the
funds specified on this grant application or a delegate acting on their behalf.

Action Assurances Fiscal Year Signatory Date of Signature 1 Agree

SView Ohio Mental Health & Addictian Services 2016

4. A Signatory Name and Date of Signature will be displayed in the Assurance table as highlighted below in the
snapshot:

4 Home | B8 Application - | B8 Funding - | B8 Reports - | B8 Maintenance -

ou ¥4 Allocation Assurance

Please read the Assurances carefully by clicking on its title. Then select

the checkbox next Lo the Assurances to indicate that you agres.

Checking the box belaw is the equivalent of a digital signature. By checking these box, you indicate that you agree in full to the spe asitispr and that you are the CEQ of the agency applying for the
funds specified on this grant application or a delegate acting on their behalf.

Action Assurances Fiscal Year Signatory Date of Signature I Agree

Slien Ohio Mental Health & Addiction Services 2016 [i\ae irma Duteala 412742016 ] =2

Allocation Signature
The Allocation Signature screen is where the unsigned copy of the signature sheet can be downloaded, signed, and
the uploaded back into the application.

1. Select the Click Here link to download the signature sheet.

Click here to download a blank unsiened cooy of the signature sheet,

2. The signature sheet will be opened in a PDF format. Print the document, get it signed by the appropriate
people, then scan and save the document to your computer.
3. To attach the signed Signature sheet to the application, select the Upload Allocation Signature link.

> Upload Allocation Signature
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# Hore | B8 Application + | B8 Funding - | B8 Reports = | B Maintenance =

Document Name Uploaded Date Uploaded By

4. The Upload Allocation Signature pop-up window will appear.
5. Input the Document Name and Upload the signature document. Click on Upload Signature button. See the

section in the user guide titled: ‘How to Attach Documents’ for detailed instructions.

B Maintenance =

- Upload

Document Name:™

Browse...

6. The Signature Document will be listed in the “Uploaded Signatures” table as highlighted below in the
shapshot:
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= | B8 Funding - | B8 Reperts - | B8 Maintenance =

Allocation Signa

Please upload a signature sheet bearing the signatures of both your agency’s Chief Executive Officer and President of the Board of Directors.

Note that you will not be sble to submit the allocation application without first uploading a signature page. If the signature page is incorrect, your allocation spplication will be returned upon review by OhioMHAS. This could

delay or potentially

Click here to download a blank unsigned copy of the signature sheex.

7 Upload Allocation Signature

Uploaded Signatures

Docurment Name Uploaded Date Uploaded By

Prevention Signature 4232016 Senthilkurmar Rejageps ]

Please note the restrictions for uploading this signature document.

A T . -

Fiy ETesiZzer SIE 2 adcC ents Is 2 £ C

Allocation Submit
The Allocation Submit screen is where the application will be checked to assure all required fields are complete and

the application will be submitted to OhioMHAS for review.
1. Select the Submit Application button.
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8 Application ~ | 88 Funding ~ | B8 Reports ~ | 88 Maintenance ~

Submit Allocation Information

GFMS z
Please review all of the application information to assure that the information is correct and complete. Once the application has been submitted, it will be reviewed by the appropriate staff.

f you have questions or concerns about how to fill out your application, please refer to the Help Documentation and/or call the project lead listed below.

Project Lead:

Name:

5

Senthilkumar.Rajag
Email thilkumar.Raj
Allocation Funding

Phone

Submit Allocation

2.The system will display “Application Completed” screen where you can view a message “The Application has been

submitted successfully”

# Home | B8 Application - | B8 Funding - & Maintenance - Welcome, Neelima.Kelly =

"The Application has been submitted successfully”

3. If the required information is not entered on the application pages and user clicks on Submit Allocation button, the
system will ask user to enter the information, Example highlighted in the snapshot below:

= Varcerence -

GFM
ALLOCAT v
Allocation Face Sheet Project Lead:
. Narne:
Email: T eli@m
Phane:
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1. Click on "Application" tab and select “Search Grant Applications” from the list.

# Home | B8 Application ~ ‘ ) Funding ~ | B8 Reports ~ | B maintenance ~

2. The Search Grant Applications page will be displayed, consist of Search, Clear Search, Export Listing and
View Functions as highlighted below in the snapshot:

& Reports ~ | 88 Maintenance ~

Application Search Criteria

Grant Mumber Status: i
Fiscal Year: v| MHAS Lead |
mplementing Organization: v: Board Area: t v:
Service Type: v: Funding Source: : v
Funding Type: v

Clear Search Criteria

= Implementing Program Awarded  Disbursed Funding
Action Grant Number Fiscal Year Service Type Project Areas - County MHAS Lead " Status
Organization Area Amount  Amount Source

1600001 2016 Wright State Prevention RTTT Nene King Chun 433ed.  Draft
University Spedified Marsh,Shemane patty Started

happy

home

3. Select the search criteria displayed on “Search Grant Applications” screen. All the search criteria’s (filters)
are optional. If you change your mind, click on Clear Search Criteria button to clear search criteria’s.

4. Click on Search button displayed on the “Search Grant Applications” Screen. The search results grid will be
displayed on the basis of selected search criteria’s.

5. If desired, you can click on Export Listing button to export search results to an excel spreadsheet.

6. If you want to view an application, click on View link displayed under Search Results grid as highlighted in
the snapshot.

Funding Tab

Disbursement Request

The Disbursement Request screen is where a user will request a disbursement for his grant funds.
Requesting a Disbursement

1. Click on Funding Tab and select “Disbursement Request” option from the list as highlighted below in the
snapshot:
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# Home

4 Applcateon -

& Dishursement Request

Dashboar Inagement System

Show My Notifications

Show My Allocations

Show My Applications

Show My Application Dishursements

Show My Allocation Disbursements

2. The Disbursement Request screen will display.
3

Disbursement Request » Grants And Funding Manags

Organization: * Select...
Organization Address: * Se
Fiscal Year: * Select...
Grant Number: * Select...

Disbursement Date: *
] Create Request

3. The Applicant will complete the information on the sceen and select the Create Request button. In order to
request a disbursement, a NOSA must have been awarded.

4. On the Disbursement Request screen, input the ‘Requested Amount’ next to the budget item.

5. Select the Submit Disbursement Request button. A message will apprear on the screen indicating that the
request was successfully submitted.

6. A notification will be sent to the OhoiMHAS Lead who will review the request.
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—Lewe

sement Request

Total Awcardd. PesrRr— Accnce Fundeg Total Becriveet o Dite: Bakance sacatabe: for Reguest Curvont Period Requess Macable Babonce:

Reports Tab

Grant Report
Under Construction

Expenditure Report
Under Construction

Maintenance Tab

This section covers the maintenance items needed for an applicant to set email notifications and create project
models.

Email Notification:

This is the section where user can select email notification in order to begin receiving emails whenever an item
progresses through the workflow process.

Navigate to “Email Notification” under Maintenance Tab:

1. Click on Maintenance Tab and select “Email Notification Preference” option from the list as displayed in the snapshot
below:
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b HEq
& “,  # Home

S

& Email Notifications
Dashboard s Grants And Funding Management
& Project Model

Show My Notifications

Show My Allocations

Show My Applications

Show My Application Disbursements

Show My Allocation Disbursements

Display “Email Notifications” Screen:

1. Select any of the notifications to begin receiving email notifications.
2. Click on Save button.

T whenever an item progresses through the workfiow process. You may select any of the
nati iave I order to begin recelving emalls. Note: the contact listed as the OhioMHAS Lead will always receive
noufications regardless if they have deselected a notfication.

3. When user clicks on Save button, an information message will be displayed “Data updated successfully” as
highlighted below in the snapshot:
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Project Model
This section provides internal user the ability to add, search and edit project model to the service, so that external user
will have access to these values in completing their grant application.

Navigate to “Project Model” under Maintenance Tab:

1. Click on Maintenance Tab and select “Project Model” option from the list as displayed in the snapshot below:

e w‘"q_ # Home | B8 Application ~ | 83 Funding ~ | &8 Reports ~ | B8 Maintenance ~

Fn o
:Ohioz
%

b,
oy 4t*

5 Email b

& Project

Dashboard »

0]

Show My Notifications

/ My Allocations
Show My Applications
Show My Application Disbursements

Show My Allocation Disbursements

Displays “Project Model” Screen:
1. When internal user clicks on “Project Model” option, a “Project Model” screen will be displayed, consist of Add,
Search, Edit and download Functions as highlighted below in the snapshot:
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Select your Organization: *

Select the desired Organization
Address: *

Is Active

Project Model Type:

List OF Project Models

Action Provider

& edit CompDrug - BASA

L«

Address

1653 Brice Road

1653 Brice Road

Project Model Type  Project Model Description Active
Locally Developed Custom Custom Description Yes
Programs

Promising Practices  Custom Custom Description Yes

Last Modified By

Avery Wicks

Avary Wicks

Last Modified Date

0401142016

0471142016

Clicking on “Add Project Model” button- Display “Add Project Model” Pop-up window:

1. Click on “Add Project Model” button on the Project Model Screen, an “Add Project Model” pop-up window will
be displayed.

2. Select and Enter the information as indicated per each field displayed on the “Add Project Model” pop-up
window. Fields with red asterisks * are required fields.

3. After all of the required information has been added, click on Save button to be taken to the next screen (Back
to Project Model screen). If you change your mind, click on Cancel button, navigated back to the project model
availability screen.
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Add Project Model

Crganization: *

Select...

Address: *
Select...[w

Project Model Type: *
select

Project Model: *

Description: *

Is Active:

Ves|w

Clicking on “Search” button- Display “List of Project Models” Grid:

1. Select the search criteria’s displayed on “Project Model” screen. All the search criteria’s (filters) are optional.
2. Click on Search button displayed on the “Project Model” Screen. The search results will be displayed under
“List of Project Models” Grid, based on selected search criteria’s.

Welcome, Neelima Kelly =

Project Model » crants and Funding Management syster u

Select your Organization: * Select... v

Select the desired Organization ﬂ
Address: *

Is Active: ves[v]

Project Model Type: Select j

Action Provider Address Project Model Type  Project Model Description Active Last Modified By Last Modified Date
[ edit CompDrug - BASA 1653 Brice Road Locally Developed Custom Custom Description Yes Avery Wicks 04/11/2016
Coalition c/o Brograms

Working Partners

& edit CompDrug - BASA 1653 Brice Road Promising Practices ~ Custom Custom Description Yes Avery Wicks 041172016
Coalition /o
Working Partners

If desired, you can click on Download button to export search results to an excel spreadsheet.

Clicking on “Edit” link- Display “Update Project Model” Pop-up Window
1. Click on Edit link displayed under “List of Project Models” Grid.
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2. Update the fields as you want to update it. Fields with red asterisks * are required fields

3. Click on Save button to be taken to the next screen (Back to Project Model screen). If you change your
mind, click on Cancel button, navigated back to project model screen.

4. This is the screen where you can inactivate an objective. If you want to inactivate it, Select “Is Active” option
to No. This project model will be removed from the active records.

Update Project Model

Organization: *

CompDrug - BASA Coalition c/o Working Parter
Address: *

Select..[V]

Project Model Type:

Prormising Practices

Project Model: *

Custom

Description: ™

Custom Description

Created By
Awvery Wicks

Created Date:
AMN12016 5:21:09 PM
Last Modified By:
Awvery Wicks

Last Modified Date:
472016
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