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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 the Board User which provides their 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 Registration

External User Registration

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 consists 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.

II. For Registration, Click on Here button for a “New User”, displayed on the “Welcome” Screen as
highlighted below in the snapshot:

User Guide Page 1



OhioMHAS Grants Funding and Management System

\Thic © MHAS

Welcome

The Graan and Fundmg 3

L R L L e p———

ST ITEY SRS ————
P

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

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

Registration” screen.
Il Fields with red asterisks * are required fields.

Il. 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

l. If you don't find your organization name under “Organization Name” dropdown, select the checkbox next to

the Create Organization button.
1. Select the Create Organization button.

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

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

screen.
Il 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 |

j The organization information entered on this page will be used to prepopulate the “Organization
— Portal registration screen.
] g

Step 4: Navigated back to “External User Registration” Screen

l. Now user can view added organization name under the “Organization Name” dropdown on the “External
User Registration” screen.
Il. Select your organization name from the “Organization Name” dropdown.
M. Click on_Submit button

B MHAS IPortal

{ohiaj © 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

{Ohioj © 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 Inbax  x =

MHAS.Portal@mha.chio.gov Mar 21 (2 days ago) - -
to me [~

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 chioc_gow/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 ('#$% ).

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

B MHAS IPortal

{Ohio§ ® MHAS
-

Create Password

User Name:
Enter Passwaord

Re-enter Password:

|

Welcome

o Department of Mental Health and Addiction Services (DhicMHAS) welcomes you to IPortal. if you have any guestions related to this application

pleaie contact :

* Help Desk - Ces

o (614) 466 1483

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.

E==|
e hitps chic.gav. i £ - @& | @ MetalH- | | - MHAS .. e - Can.. ko tafi. | (] Forget Po. MH. ¥
hitp--localhoutid-Wekorw & hitp--app-loga-prodl-HT.. @] Financial and Biling Syste.. & =475 (Data migiaticn issu.—. | Admin console(local) [#] FABS bomncat) & FABS (was) L FABS Wb [lenkina]
b = "
B MHAS |Portal
i hio; © MHAS
LN 7
™ Flease Ente nforma
s |
&
W 1
Thee O C 18 A t Al 18 I} ] ] ArT L r
his
ce
i 1 I L L L X X I L

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

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 Login

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

II. 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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Step

OhioMHAS Grants Funding and Management System

{hio} @ MHAS

The Grasts and Fu

Welcome

If you have any questions conceming
Ivou

1 vou are w

3:

IPortal Login Screen:

Enter your login credentials and click on Login button, the user will be navigating to the I-Portal Dashboard

B MHAS IPortal

= Please Enter Your Information
user ID:
assword:

A Log

« | forgot my password

Welcome

The Ohio Departr

al Health and Addiction Services (OhioMHAS) welcomes you to IPortal. I you have any questions related to this application, please contact
Office
1483 or MHAHelpdesk@m 0.8

External User- Forgot Password

Step 1: From IPortal Login Screen- Click Forgot Password Link

User Guide

Click on the link “I forgot my password” as displayed on the following snapshot:
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B MHAS IPortal

Welcome

The Ohis Dep.

Step 2: Enter User Name on Retrieve Password Screen:
l. Enter your user name and click on Submit button as highlighted below in the snapshot below
Il 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

:Chioz © MHAS
b v

A, Retrieve Password

User Name:

”II:I:-

Back to login 3

Welcome

o ment of Mental Health and Addiction Sery f you have any questions related to this application.

ces (OhioMHAS) welcomes you to IPortal.

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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B Please Enter I
User |

-
Pa
;- ab

Welcome

The Ohia vent of Mental Health and Addiction Services (Thic

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

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

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

Forgot Password Assistance ks

MHAS.Portal @mha.ohio.gov

We received a request 1o resel the MHAS Portal password associated with this User Name Thomas, Shell1

If you made this request, please follow the instructions below

Click the link below to reset your password:

d ot re gnore
f clicking the link doesnl seem 10 w

Py and paste the link into your browser's

hy

N you.
Portal System Administrator

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 ('#$% ).
iv. Click on Update Password button. (Continue to Step 8)
User Guide
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& MHAS

I MHAS |Portal

“hange

Pacenn
Fassw

User Marne:

Enter Password

Re-enter Password.

Welcome

it af Maental Health an

ntral Office

elpdesk@mha.ohio.p

on Services (OhioMHAS) welkiomes you to IPartal, if you have any questions related to this

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.

Enter your login credentials and click on Login button to move forward in the IPortal.
e hetps: ha.chio.go: B - i G @ MentslH.. | | MHAS _ o - Can..
3 hiip--los alheutd3-Weksome hitp--app-logs-prod?-HT..  (# Financial and Bilkng Sywbe...

i 4TS (Dta migration ...
kB VMHAS IPortal

\h-? & MHAS

v ta i

Admin conscle(lecall [&] FABS ifomecat)

Fassword:

Welcome

The C

and

sy

fyou have any questions related to

.. | 11 Forget Pu.

sMH.. X

FABS (wan] 0 FABS Web [Jenkins]
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External User Navigations From GFMS Dashboard

Board Dashboard View and Navigations

The board dashboard consists 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

©oOoNOOA~LODN

Application Funding + Reports + Maintenance =

Y Dashboard

(]

Show My Notifications

Show My Allocations

Show My Applications

Show My Application Disbursements

Show My Allocation Disbursements

OhioMHAS Logo
Clicking “OhioMHAS 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 provide boards 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.
e New Allocation Application — Click this link to start a new allocation application.
e Search Grant Applications- Click this link to search grant applications.

# Home | B8 Application ~ | I Funding ~ | 8 Reports ~ | B8 Maintenance ~

Funding Tab
User Guide Page 11




The Funding tab provides boards the ability to manage following funding options:
e Board Local Funding Sources — Click this link to manage board local funding sources.
e Board Provider Funding — Click this link to manage board provider funding.
e Disbursement Request_— Click this link to manage disbursement request.

Disbussement Request

Reports Tab
The Reports tab provides users the ability to manage following reports options:

e Program Summary Report — Click this link to manage program summary report.

e Expenditure Report — Click this link to manage expenditure report

e Performance Management Indicators — Click this link to manage performance manage indicator.
e Standardized Reports — Click this link to manage standardized reports.

# Home | B8 Application ~ | 838 Funding ~ | 88 Reports 1™ Maintenance +

Show My Allocations

Show My Applications

Maintenance Tab
The Maintenance tab provides boards 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.

# Home | B8 Application ~ | B Funding - | B Maintenance ~

Dashboard

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

— Show My Notifications

M Notifications

0 GFMS Notification: QA Testing
f

User Guide Page 12



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.

5

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

Load Applications 9

4

Show My Allocations

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

User Guide Page 13



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. The application will be viewable.

My Account Information/Logout

Clicking “Welcome, User Name” provides following option for the user:
e My Account- Clicking this link provides 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

[ ] Funding = B8 Msintenance ~

& User Management |

O 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.

User Guide Page 14



o Mg,
% # Home | B8 Application ~ | 8 Funding ~ | B8 Reports v | 88 Maintenance ~
>

Dashboard

Show My Notifications

External Reviewer Dashboard View and Navigations

The dashboard consist of following navigation paths:
1. OhioMHAS Logo
Home Tab
Application Tab
Show My Notifications
My Account Information/ User Management/Logout
Gear Icon

ok wn

OhioMHAS Logo
Clicking “Ohio 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 provide external reviewer the ability to search a grant application. To search an application, Click

on “Search Grant Applications” option under tab. as displayed in the snapshot below:

Show My Notifications

User Guide Page 15



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

— Show My Notifications

A Notifications

0 GFMS Notification: QA Testing
:

permitted to create natifications are I-Portal Admin, Application Admin, Project Lead and Fiscal

’] 1. Notifications displayed on this page are created in the IPortal Application. The roles
0 Lead.

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

~ | B8 Reports = | B8 Maintenance ~

& MyAccount

& User Management |

& 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.

wing = | B Reports = | B Maintenance =

+Chie; MHAS

Application Tab
This section covers the use of features related to New Grant Application, New Allocation Application and Search
Grant Applications.
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*Note: When the Applicant creates an application, they will have the limited permission of the column titled Applicant.
Once the application has been awarded, the system will automatically elevate the permissions to include those under
the Applicant After awarded column. When the Applicant creates a new application they again have limited
permissions until that application has been awarded. However, their previous year’s application will continue to have
the elevated permissions due to reporting requirements.

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:

L HEg,
S, ™ Funding ~ & maintenance +

# Home | BB Application ~

I | & New Grant Application

BS 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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& Mainerace -

Face Shee
VS
Ongarizaiort* % bl
APFLICATION
Orgarization Address: ™ % ]
-

i ate s apying Lo e his grane: * 5 o

Senice Types* g ]

Project Area: * 5 ﬂ

Rppiction N

SLate Fiscal Vear,

Requested hrcur.* :

Priviay reggt Cortct s N *

iy rogyen CortctLst e~

Py Prcgsen CoractPhene Nuriber,

Fised H
OhiARHAS Lead Frst Nar
OhighHAS Leai Lait Narme:

1. Organizations needs to be added to the applicant role in IPortal, to view under the
organization dropdown on face sheet.

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
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Application ~

%
% &
. 7on o< Face Sheet Grants And Funding Manag
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: *

nd Mediation ﬂ

A Better y Counseli

1042 Emma Avenue

[«]

Columbiana County Mental Health {»]

ery Services

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.
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& Application ~ | &8 Funding -

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
APPLICATION ~ | the search organization screen to search, edit and update information

Implementing Organization: wewed M Implementing Organization's

Phone Number:

mplementing Organization's

i City:
Federal Requirements Mailing Address:
Project Narrative State: Zip:
Community Assessment
Fiscal Officer: Fiscal Officer Email
Service Capacity
Seaff Daseription Fiscal Officer Telephone Number: ADAMHS/ADAS Board:

mplementation Plan

. Certification Number:
Line ltem Budget

Certification End Date:

aject Documentation Federal Tax ID: 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.

Federal Requirements

Exes

ve Director's First

Executive Director's Last

Congressional District*

Do you receive 80% or mare of your 8nnusl §rass revenue of 525,000,000 or more from feders

xecutive Officers and their income information. *
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3. To add Executives Director, select the Add Executive button.

Add Executive

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

Executive's Titie: * 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 » Grans And Fu

Fur
s Executive Directars Firss James Eoecusive Direcior's Lase Ke
APPUCATION v Herme: * Pame: * :
Executive Directar's Mailing 12 Lous dr Execusive Directors Emait scBgmail.com
Address * -
Ciey-® Columbus State: * on
It 43224

Project Marrasive

Exequtive Director's Phone
Numiber:

Execuaive Direcior's Office P —
Number: ¢

President of Board of
Direciors: *

President of Board of Director's.
Emall; +

DUNS Number: + LBHS Mumker (requesmed for
behuvional hesth resment

providers)

Congressonal Districr *

Sigranire Do you recehve B0% o mare of your sanusl gross revenue or 525,000,000 or mare from federal —_—
funding? +

subms I ¥es, please enger the top fve Executive Officers and ther income infomation. * -
ApproveReect

uzion Farst Name Lt N Tae Email Yoty Income
[ Edit | & Deleca Nawima Kaby Anabest riBgmail com 70000
[ £din | € Dalecs pay Inman Anabt EEgrailiom 70000
[ Edit | & Deleca Sanjay Singh Marager ss@gmai.com 70000
[ Edit | & Dalete Swaila Mayre Manager sm@gmailcom 50000
[ Edit | 8 Delece Thomas Shells Marager s@gmailcom 80000

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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& of your srnusl gross revenue or 25,000,000 or mare fram feders =

funding
Y, please enner tha top five Executive Oficers and their income infarmation. *

pilggmail com
ss@gmaicom

sm@gmaileam

cxggmail com

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.

3. 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.
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]
LY

:Ohio

"C

70 s1F
GFMS
APPLICATION ~

FaceSheet

Organization
nformation

Federal Requirements

# Project Narrative {

Cornmunit

Staff Description
mplementation Plan
Line ltern Budget
Project Documentation
Assurances

Signature

Submit

= Application -

Project Narrative » Grant

= Funding -

== Reports ~

= Maintenance ~

Include a brief project narrative, including problem statement or issue being addressed, target population, number
planning to serve and costs.*

Next

Community Assessment

The Community Assessment Page captures which assessment tool(s) were used and provide a brief summary of

findings from the assessment strategy.

# Home

Submit

BB Application

strategy:

8 Funding -

BB Reports -

which community assessment tool was used?

B maintenance -

Provide a brief summary of findings from the assessment

Select Community Assessment Tools

e

community assessment tools have been added.

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

User Guide
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Select Community Assessment Tools

Community Assessment Tool: *

Select

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 ~ | B8 Funding - | &8 Reports - | &8 Maintenance ~

Community Assessment » rants an

Which community assessment tool was used?

Select Community ent Tools

Provide a brief summary of findings from the assessment strategy:

Federal Requirements
seee eme Community Assessment Tools Used

Project Narrative
Tool Used Description Date
Community Forums This is my community assessment tool for community forums.

Service Capacity N
SAMHSA This is another community assessment tool.

Staff Descriptior

mplementation Plan

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)

EXpiain INe Sendice providers CApacily 10 provioe Services 1o the Tanget populaton: =

How are behavioral health disparities manifested in the problem? *

Howe will proposed program interventions address those behavioral health disparities? *

57 (Check all that apply and provide

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: *

Se

o

Description: *

‘ B Add \

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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M Home BB Application ~ | 8 Funding - 8 rReports ~ | Bl Maintenance ~

o, s Staff Description
GFMS
APPLICATION -~

Fede al Requirem Nt
*roject Marrative
Community Assessment

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 Name: *
Title:
Emai
Staff Qualification:
Odher Aide
At Therapist
Assistant Certified Health Eduscartion Specialist
Certified Murse Practioners Certified Therapeutic Recreation Spedialist

DLARE. Officer

Doctor of ostecpath

medicine Licensed Independent social worker

Licensed accupartional therapist Licensed occupational therapy a

tant

Licensed schoal psy st Master Certified Health Education Specialist

Ohio Certified Preven n Specialist Ohio Certified Prevention Specialist |

Ohio Certified Prevention Specialist Assistant Pharmacist

Physician assistant Prevention Specialist Regiszered Applicant or Registersad
Applicant

Professional clinical counselor Professional counselar

Prowvisional professional cinical counselor Prowisional professional Counselor

Psychologist Psychology aide

cheology assistant hotoy fellow

chology incern

hology postdocoral trainee

chology resident hology wrainee
Regisvered r e School psychology assistant

School Resource Officer
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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.

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

a 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).

- | &8 Reports - | &8 Maincenance - ‘Wekcome, Patty.Inrman ~
GF
roasatt [l s |
tstef Seft _

First Name Last Mame Tide Email Seaff Qualification

Mary Srmith Phd Mary@aol.com

nal clinical counselor

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:
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@8 Application ~ | @8 Funding ~ | @8 Reports ~ | 8 Maintenance ~

an 357 Implementation Plan

GFMS
Create New Implementation Plan

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

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

&
Y Project Model

Define Project Model
Project Model Type: * E|
Project Model: * ect..[¥]

Project Model Description: *

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

£ ek

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

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
snapshot:

pl HiEg ~ . . .
‘3‘ 0’ * o a app“catlon - . Fundmg - . Repons - . Malntenance = _
« - "
% §

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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-] Application ~ -] Funding ~ s ~ | &8 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 | B Application - = Funding - = Reports = B Mmaintenance =

B Objective 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

Eill in 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.
Cl 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.

Strateqy/Services
1. All of the Strategy/Services associated with the selected NOMs and Objectives will automatically show on
the screen.
2. Select the appropriate Strategy& Services for the Strategy and enter an amount in ‘Enter Est. Served’ field
to be served.
3. Select the Next Section button. (Data is saved)

I |

Next Section

Service/Activities
1. All of the Service/Activities associated with the selected NOMs and Objectives will automatically show on the
screen.
2. 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.

A MEg,
\a b s

# Home | &8 Application = = Funding = = Reports = B Maintenance «

Review Implementation Plan » Grants and Funding Management systen

Project Model: Across Ages
Start Date: 03/25/2016 - End Date: 03/31/2016

Q NDM:lCnmlnaIJusllt_el

O Objective :[ Reduced number of particpants re-arrests

Level of Change - Number Served: 45, Number Achieved: 14, Percentage Achieved: 31.11%
© Strategy: [Test Strategy 2000

Patty’s Services: ES (Direct S'EWTEE)|

Previous Section ‘ Done ‘

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

FaceSheet

Project Model
All Szars

Across Ages

Type
Coalition

Evidence Based Practice

List of Implementation Plans

Modified By Last Modified

1/25/2016 1:16:12 PM Patty.Inman

3/23/2016 3:110:28 PM Parry.Imman

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.

rpownhPR

There are two sections to the Line Item Budget; ‘Direct Costs’ and ‘Indirect Costs’.
Input the budget amounts into the appropriate line item.
A Narrative must be provided for each line item that shows an amount.

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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L HE,
‘ﬂo 4,

_ ,Ohm«

A Home

= Application = = Reports &% Maintenance ~ Welcome, Patty.lnman ~

‘\../ Line Item Budget » Grants and Funding Management s
GFMS
Line ltem Budget _
APPLICATION ~

Direct Costs MHAS Narrative Other Narrative Total

Face Sheet
Personnel

Organization

nformation Personnel

Federal Requirements

Fringe Benefits
Project Narrative

Community Assessment Fringe Benefits

Service Capacity
Travel
Staff Description
Mileage
» Implementation Plan
» Line Item Budget ‘
Airfare
Project Documentation
Assurances Lodai
odging
Signature
Submit Meal Per Diem
Approve/Reject
Equipment

Computer/Equipment

Furniture

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.

DEs

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

The Grand Total of the MHAS Funding column must match what is in the ‘Amount Requested’

’] 1. Grand Total is the total of the costs listed in Total Direct Costs and Total Indirect Costs.
field on the Face Sheet.
J

*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:

Page Permissions and Access Roles

Board External
Access Roles Application Admin Project Lead Fiscal Applicant Applicant After Awarded = Manager Reviewer/Scorer
Permissions
Application- Project Documentation
Upload or attach project documentation X X X X x
Edit project documentation X X X X X
Delete uploaded or attached documents (before submission) X X X X X
Only view project documentation X X

| B g | Wi | 8 i <

O g

s e Uiy

e s g st Uiy

il Pl et s

s R D s e Uphsieing

Uskadsd ITTT Dacumontaton

*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.
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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 as
dlsplayed in the snapshot below:

8 aprcuan - m—

Project Documentation >> Upload Proof of Liability

o0k w

Document Name: ~

Docurment Description

[ Erowse.

&8 Upload Artachment

Please be aware of the restrictions on the document attachments.

ocs

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
= View @ Delete Liability Document Standard Template A/BI2016 Neelima.Kelly
a. Insurance Carrier:
b. Palicy #:
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'.

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

4. 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:

Uploaded Annual Financial Reporting Audit

Document Name Description Uploaded Date Uploaded By

& View ® Delete Annual Financial Report standard template for the report 47872016 Neelima.Kelly

a. Has the agency had a current Annual v
Financial Reporting Audit within the past 12 )
months?

b. If Yes: Date the Audit was completed: s
Time Period the Audit From: o)
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 Date Uploaded By

Document Name Description
4/8/2016 Meelima.Kelly

B View il Delete RTT Doc RTT Doc

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

to the next section on the screen.

4.
5.

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 Date Uploaded By

Document Name Description

& 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
This section is to be used for any other additional attachments that may be needed to submit the application.

1.
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

Upioaded Additional Attachments _
Uploaded Date Uploaded By

Document Name Description

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

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

to the next section on the screen.

4,
5.

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

s
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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 ‘1 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.

1
M Application ~ | 8 Funding ~ | B Reporis ~ | I Maintenance +
&
R Assurances
GFMS . . .
Please read the Assurances carefully by clicking on its title. Then select the checkbox next to the Assurances to indicate that you agree.
APPLICATION ~

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 Assurances 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
shapshot:

Please read th.

ssurances carefully by chicking on its title. Then sefect the checkbox next te 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 CEQ of
the agency applying for the funds specified on this grant application or a delegate acting on their behalf.

Date of Signature 1 Agree

*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 unsigned copy of the signature sheet,
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2.

3.

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

? Upload Signature

& Funding - | B Reports - | B Maintznance -

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

b returned upan review by

first upioading a signature page. If the SIENature page i INCOMECT. your Erant apalication wi

Ok his con i the pr application.

]

Document Namie Uplpaded Date: Uploaded By

8 View Prevention Signature

= Vi Prevention Signature AUTRION6

4.
5.

The Upload Signature pop-up window will appear.
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.

ﬂ Funding = ﬂ Reports - - Maintenance -

= Application =

# Home
Sigmatures == Up|Oad Signatur’e » Grants 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
snapshot:
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# vome | B application - | I8 Funding - | B8 Reports ~ | B Maintenance -

Please upload a signature sheet bearing the signatures of both your agency’s Chief Executive Officer and President of the Board of Directors.
Mate that you will not be able to submi
OhioMHAS. This could delay or potents

ant application without first upboading a signature page. ¥ the signature page s incorrect, your grant spplication will be returned upon review by
f your application

¥ Upload Signature

bpioackd Sprotes _

molementalion Plan Doument Name Uploaded Date Uploaded By
Line ftem Budeet Prevention Signature 211152046 Jaseph.Bed
S View Prevention Signature 372872015 Neslima, Kely
= View Brevention Signature 3282048 Neelima. Kely

Please note the restrictions for uploading this signature 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 Descriptior

Assurances

Signature

Submit

Approveffieject

mplementation Plan
Line Item Budget

Project Documentation

& Funding - | B8 reports ~ | B Main

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 i el

"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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Project Lead:

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.

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
shapshot below:

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.

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

Select and Enter the information as indicated per each field. Fields with red asterisks * are required fields.
After all of the required information has been added, click on Next button (Data is saved) to be taken to the
next screen.

PN

User Guide Page 46



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.

o 517 Allocation Organization Information
GFM:
The information on this page is view only and cannot be changed. In order to update any organization information please login to IPortal, use
ALLOCATION e the search organization screen to search, edit and update information
Fac
Implementing Organization: Mt i mplementing Organization's

tion ‘ Phone Number:

Implementing Organization's City
Mailing Address:

State: Zip

ADAMHS/ADAS Board: urt t Federal Tax ID:
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Allocation Allocated Funding

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

j 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 umownt Allocated: $3.525.55

Allocation Federal Requirements

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

Page Permissions and Access Roles

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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Allocation Federal RequUIirements. » crants and Funding Management System

GFMS - - . .
Executive Director's First | 1o Executive Director's Last Kron
ALLOCATION - Name: * Name: =
Allacauon Face sheet Ewecutive Directors 54 northglen rd Executive Director's ck@gmail.com
Mailing Address: * Email: *
Allocation Organization . .
Infarmation City: Columbu State: Chie
Hllgeation Funding
Zipe® 43224
> Hlocation Federal
Reguirements
Executive Director's (614) 727-9876 Executive Director's [234) 343-4324
Allocanion Phone Number: * Office Numbaer: *
Documentatian
President of Board of Sabin Hill President of Board of sh@gmail.com
Allocation Assurance Diractors: * Director's Email: * -
Allacation Signature DUNS Mumber: * 654545459 |-BHS Number (requeszed
for behavioral health
Allacation Subrnit To sicain 2 DUNS Number. cal 1:866-705-5711 et tresement prenéders) Providers can apoly Tor 3 NUMST OF vanfy e |0CICON JISDIATHS With
access e verusie. CLCK HERE ruamtzer tformerty HSATS] by caing 1-838-307-1143 or CLICK HERE
Allocation
i E* 11141
Apgrove/Reject Congressional District: 9,11.14.16
Do you receive B0% 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 EXeCULive LIst at this time.

Welcome, Neelima.Kely = ‘

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: * Executive Last Name: *

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

Executive's Income: *

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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Do you receive B0% o more of your annual §ross revenue or 525,000,000 or mare from federa ]

funding? +

It Yes, please enter the 1op five Execusive Officers and their income information. *

Neelima Key Manage rn@gmai.cam

N N R F

W W
i

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.

aprwn
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# Home | B Application

i 8 Marcenonce -

Allocation Documentation

|
GFMS
ALLOCATION ~ [ Click Here to Lip R tab ]
Uploaded Proof of Liability
Document Name Description Uploaded Date Uploaded By
maticr
a. Insurance Carrier:
Allocation Federal
Requirements b. Policy #:
tior c. Insurance Amount: s
d. Date of Expiration: =
Allacation Submit
P Click Here to Up ditable fina
Allocation
Approval/Reject Uploaded Annual Financial Reporting Audit

Document Name Description Uploaded Date Uploaded By

3. Has the agency had a current Annual Financial
Reporting A ithin the past 12 months?

=

Click Here to Upload Program Documentation ]
Uploaded Program Documentation

Document Name Description Uploaded Date Uploaded By
[ ick Here to Upload the MOU - Memorandum of Understanding -qw—h]
Uploaded MOU
Document Name Description Uploaded Date Uploaded By

Uploaded Additional 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.

Nogak~wd
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Welcome, Neelima Kelly = |

GFME
ALLGEATION v Click Here to Upload the Proaf of Lisbility page of the Insurance Policy to this section
Allacation Face Sheet Uploaded Proof of Liability
Document Name Deseription Uploades Date Uploaded By
Information
Allocation Compliance 1 411312018 Maria.Foster
Allacation Allocated
Funding 8 view Compliancs 1 anzr0te Maria Foster
S view Testz FREC Maria Foster
+ Alocaton { 2. Insurance Carrier: )
ocumentation . Vurual Insurance
b. Policy # 234567890123
< Insurance Amount: 5 554600
d. Date of Expiration Q7302016 -
"7 Click Here to Upload the Findings page of the Annual Financial Reporting audit or Auditsble financiel stacements.
Uploaded Annual Financial Reparting Audit
Document Name Deseription Uploades Date Uploaded By
Prevention Signature. 306 Maria Foster
Prevention Signature. anrote Maria Foster
Test 4n3r016 Maria Foster
Test2 FRECH Maria Foster
8 testte: 42713016 Maria Foster
=) Testzip test 412712016 Maria.Foster
B Vi Treatment & Recovery Signature 4rer2016 Maria.Foster
8 Treatmen & Recovery Signature anaroie Zareen.Syed
2. Has the ageney had a current Annual Finandial Reporting Yes
Audit within the past 12 months? |
. M Wes: Diste the Audit was completedt

®

Time Period the

t From:

Time Period the Audit To: 4
<. Any Fingings?
indings, plesse explein

EEnam

An invoice for quarter 3

Quiar a

atar
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Upleaded Pragram Dotumentation

Upinaded MOU

Docstraent Harrse Euscrigation Uploacdesd Diste [—r

¢ ¢ v e @
'

Upinaded Additionsl Attachments

Document Hame Ecrigation Uploacdesd Diste r—r

How to Attach Documents

1.
2.

o0k w

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

Document Narme: *

Document Description:

File: *

Browse...

User Guide

Page 53



-

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:

LF Click Here to Upload the Proof of Liability page of the Insurance Policy to this sectio
Uploaded Proof of Liability
Document Name Description Uploaded Date Uploaded By
S View @ Delete nsurance Doc nsurance Doc 4/29/2016 Neelima.Kelly

a. Insurance Carrier:

b. Policy #:

€. Insurance Amount: [

d. Date of Expiration:

[k

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 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”.

> w
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Document Name Description Uploaded Date Uploaded By

W Delete Audit Report Audit Report 29/2016 Neelima.Kelly

ncy had a current Annual Financial
t within the past 12 months?

Reporting Auc

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? Yes

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. If there 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 View Instructions
Title XX Services Plan View Jawmica 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 Mame Deescription Uploaded Date Uploaded By

8 View Quarter 1 Invoice Testing 427206 Zareen.Syed J
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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’.

Description Uploaded Date Uploaded By

Program Document 4/29/2016 Neellma.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.

Aleatinn Asel (Fane
Allocation Assurance
Please read the Assurances carefully by dlicking on its title. Then select the checkbox next to the Assurances to indicate that you agree.

Cheeking the box below is the equivalent of a digital signature. By checking these b, you indicate that you agree in full ta 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 behalf.

Assurance

Action Assurances Fiscal Year Signatory Date of Signature 1 Agree

BView Ohie Mental Health & Addiction Services 2016 @

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

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

Allocation Assurance

Please read the Assurances earefully by clicking on its title, Then select the checkbox Next to the ASSurances 1o indicate that you agree.

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 unsigned 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 Allocation Signature link.

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

Signatur

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 nat be sble to submit the allacation application without first uploading a signature page. If the signature page is incorrect, your allocation spplication will be returned upon review by ChiaMHAS, This could

delay or potentially stop the processing of your application.

ck here to download a blank unsigned copy of the signature sheet.

l Upload Allocation Signature ]

Uploaded Signatures

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 =

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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# Home | B Application = | B8 Funding = | B8 Reports - | B8 Maintensnce = Welcome, Neelima.Kelly =

o i Allocation Signature

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 allocstion spplication will be returned upon review by OhioMHAS. This could

delay or potentially stop the processing of your application

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

Docurment Name Upioaded Date Uploaded By

Prevention Signature 4232016 Senthilkurmar Rejageps ]

Please note the restrictions for uploading this signature document.

4

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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# Home | B application ~ | 8 Funding ~ | 8 Reports ~ | Bl Mainten

Submit Allocation Information
Please review all of the application information te assure that the infermation is correct and complete. Once the application has been submitted, it will be reviewed by the appropriate staff,
ALLOCATION v 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.
ocation Face sheet Project Lead:
Name:

E Senthilkumar.Rsjagopal@mha.ohio.gzov
Email: thilkumar. Rajagopal@mha.ohio g

Phone:

Submit Allg

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

submitted successfully”
—

"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:
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Search Grant Applications:
1. Click on "Application" tab and select “Search Grant Applications” from the list.

# Home | 88 Application = ‘ ) Funding ~ | B8 Reports ~ | B8 Maintenance ~

) & new Grant Application

B New Allocation Application |

Q, search Grant Applications

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 ~ | B Maint

Application Search Criteria

Grant Mumber Status:

bl
Fiscal Year: v| MHAS Lead ~
mplementing Organization: v: Board Area: t v:
Service Type: v: Funding Source: : v

Funding Type: v

Clear Search Criteria

Search Resiits

Implementing Program Awarded  Disbursed Funding

Action Grant Nurmber Fizcal Year

Service Type Project Areas County MHAS Lead Status
Organization Area Amount  Amount Source
1600001 2016 State Prevention RTTT None King, Chun, 433ed, Draft
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.
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Funding Tab

Board Local Funding Sources
The Board Local Funding Sources screen is where Board will be able to add and edit funding sources to the
application.

Add a Local Funding Source

1. Click on Funding Tab and select “Board Local Funding Sources” option from the list.

B maintenance ~

B Funding = ™ Reports =

B Board Local Funding Sources

B Board Provider Funding

5 Budget Funding

B Disbursement Fulfiliment

B8 Disbursement Request

B Fiscal Funding Sources

B Funding Restriction Management
B Grant Funding

B nosa

B8 Program Area

2. The Board Local Funding Sources screen will be displayed, consist of Add, Edit and Search Functions.

Local Funding Source Amount Fccal Year Active Last Modified By Last Modified Date

Adams Lawrence | etweny 34636300 | 2016 es Neehima Duzala 040672016

3. Select the Add Local Funding Source button on the Board Local Funding sources screen, an “Add Local
Funding Source” pop-up window will be displayed.

4. Select and Enter the information as indicated per each field displayed on the “Board Local Funding Source”
pop-up window. Fields with red asterisks * are required fields.

5. After all of the required information has been added, click on Save button to be taken to the next screen
(Back to Board Local Funding screen). If you change your mind, click on Cancel button, navigated back to
the Board Local Funding screen.
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Add Local Funding Source
Board:

Local Funding Source: *

Name

Amount: =

Fiscal Year: *
seiect [5]

5 Active:

el

Clicking on “Search” button- Display “List of Local Funding Sources” Grid
1.

Select the search criteria displayed on “Board Local Funding Sources” screen. All the search criteria’s
(filters) are optional.

Click on Search button displayed on the “Board Local Funding Sources” Screen. The search results will be
displayed under “List of Local Funding Sources” Grid, based on selected search criteria’s.

2.

Clicking on “Edit” link- Display “Update Local Funding” Pop-up Window

1. Select the Edit link in the ‘List of Local Funding Sources’ table.

2. A pop-up window will appear titled; ‘Update Local Funding Source’.

6. Make the appropriate changes to the information and select the Save button (the updates will be saved) to
be taken to the next screen (Back to Board Local Funding Sources screen). If you change your mind, click
on Cancel button, navigated back to the Board Local Funding Sources screen.

Update Local Funding Source
Board - "
Lecal Funding Source: *
etwetw
Aerount =
$346363.00
Fiscal Year-*
pie v
Is Active:

Created By:

Last Modified Date:

A6/2016 54245 AM

Disbursement Request

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

Applicant Reguesting a Disbursement
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1. Click on Funding Tab and select “Disbursement Request” option from the list as highlighted below in the
shapshot:

= Application - = Funding - = Reports - &8 Maintenance ~

Allocation Funding
Inagement Systerm

Board Local Funding Sources
Board Provider Funding
Budget Funding

Disbursement Fulfillment

=

=

=

=

=

& Disbursement Request

& Fiscal Funding Sources
= Funding Restriction Management
& Grant Fund ng

B NOSA

=

Program Area

2. The Disbursement Request screen will display.

= Application ~ = Funding - = Reports ~ & maintenance ~ Welcome, Patty.Inman ~
anagement Syst

Disbursement Request » Grants and Funding

L HE,
‘;\b Ay,

-OthG

# Home

e,
on s+ nt Sy

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

Disbursement Date: *
] Create Request

3. The Applicant will complete the information on the screen 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 appear on the screen indicating that the
request was successfully submitted.

6. A notification will be sent to the OhioMHAS Lead who will review the request.
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sbursement Request

Total Awcarcd Pesrnr— Accnce Fundieg Total Becriveet o Dite:- Biakance facatabe: for Reguuest Cuvont Period Requess Mecatble Bk

Grant Report

Under Construction

Expenditure Report
Under Construction

Maintenance Tab

This section covers the maintenance items needed for an applicant to apply for a grant in the GFMS system. It is
primarily used by "Internal Users” with some " External Users” functionality. These pages are used to define all the
activities, assurances, project areas, email notifications, elements of sustainability, levels of care, levels of change,
manage leads, NOMs, objectives, project areas availability, project models, renewals/revisions, service, services,
strategy and target populations, so that an external user can access these values in completing their grant
application.

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.
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1. The Project Area, NOM, Objectives, Strategy/Services or Service/Activities needs to be
defined before select email notifications can be applied.

D 2. The contact listed as the OhioMHAS Lead will always receive notification regardless if they
have been deselected a notification.

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:

B ac
Dashboard .
B o
| !
. . & Element of Sustainability
B Level of Care
& Level of Change
|
| B mational Dutcome Mea
& Objectives
B project Area Avallabllity
s
B ae
=
B senices
B strategy
3 Target Population

Display “Email Notifications” Screen:

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

irem progresses through the workflow process. You may select any of the
v in in emails. Note: the contact listed as the OhioMHAS Lead will always receive
motifications regardless if they have deselected a notification.

Fiscal Appro
Program Approv

Performanc

Eoard/MHAS Reviewed

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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e through the warkflow process. You may select any of the
Note: the contact listed as the OhioMHAS Lead will shway= receie

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.

1. The Project Area, NOM, Objectives, Strategy/Services or Service/ Activities and Project Area
j Auvailability needs to be defined before the Project Model can be created.

=l 2.0n this Page, Project Lead defines the Project Model Type, Project Model and Project Model
Description, will be presented on the Define Project Model Page under Application-
Implementation Plan section.

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:
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- | & Funding =

B activities

& Assurances
& Project Ar
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Dashboard
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" " Element of Sustainability
M Notifications
Level of Care
wel of Change

=
=
=
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=
=
=

National Outcome Measures
Objectives

Project Area Avallabllity

B services
B strategy

& Target Population

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:

B Application » | B8 Funding » | B8 Reports - | B Maintenance =

Project Model

Select your Organization: * v

select the desired Organization v
Address: * .

15 Active:

<]

Project Model Type: t ﬂ

List OF Project Models

Action Provider Address Project Model Type  Project Model Description Active Last Modified By Last Modified Date

1653 Brice Road Locally Developed Custom Custom Description Yes Avery Wicks 0411/2016

# edit CompDrug - BASA 1653 Brice Road Promising Practices ~ Custom Custom Description Yes Avery Wicks 0411/2016
C oo
Waorking Partners

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: *

I5 Active:

Yes|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.

e | B8 Application ~ | 88 Funding ~ | B8 Reports ~ | B8 Maintenance = Welcome. Neelima Kelly =

Select your Organization: * Select... ~

Select the desired Organization ﬂ
Address: *

Is Active: ves[v]

Project Model Type: Select ﬂ

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 0411172016
Coalition c/o Programs

Warking Partners

& Edit CompDrug - BASA | 1653 Brice Road Promising Practices | Custom Custom Description Yes Avery Wicks 04r11/2016
Coalition tfo
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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