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EGrAMS Overview

EGrAMS is a web based application
Easy to use with help features
Automates the program life cycle

No additional software required to run

Supports industry standard browsers
(Internet Explorer, Firefox, Chrome)

6 Easy steps to submit your application
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EGrAMS Overview — 6 Easy Steps

Register your Agency
Create User Profile

Start a New Application
Assign Agency Users
Enter / Edit Application
Print / Submit application

S G~ d@ghy =
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EGrAMS Overview

EGrAMS uses a consistent user interface
Before using the application, it is
Important to:

Understand Notations and Controls
How to Access Menus & Options
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EGrAMS Hardware & Software Requirements

/

% EGrAMS does not require any additional software to be installed on individual workstations.

/

% Check that your individual workstation meets the requirements

J

% Home - Validate your workstation

Workstation Pentium processor 1 GHz or higher

RAM Requirements |1 GB or higher

Operating System Windows 2000, XP, Vista

Browser Internet Explorer v8.0 above
Mozilla Firefox v21.0 and above
Chrome V30.0 and above
Safari v5.1.7 and above

Other Requirements | Internet access, Printer, Adobe Acrobat
Reader, Java Script enabled, Pop-ups
enabled

Screen Resolution Works best at 1024 x 768 pixels

HIC” ; -Gr/ s
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EGrAMS

Understanding the Application

< How to start EGrAMS?

v' Open your browser window
v" Type in the URL (http://www.cdagrants.com)

Community Development Administration

City of Saint Louis, MO &%) Grants Management System

Date : Jun-19-15

The primary goal of the Co ity Develop t Administration is to promote neighborhood growth and
stabilization through the production of new and rehabilitated housing, especially for low and moderate income people N

What we Do:

o Administer federal funds for housing, community, and economic development programs that strengthen the
City of St. Louis and its neighborhoods
e Work with the 5t. Louis D ment Corporation and the Planning and Urban Design Agency to carry our
Current Grants community and economic development programs according to a 5-year Consolidated Plan
Community Development s Partner with local government agencies, non profit organizations, and prvate firms to carmry out housing
development, home repair, business and economic development, public facility improvement, histonc
preservation, and social semace programs

EGrAMS is an Electronic Grants Administration & Management System utilized by the Community Development
Administration for end-to-end grants management_ This tool allows applicants, grantees, and grantors to interact in a
web based setting, enabling greater awareness, accountability, and analysis throughout the life cycle of a grant

To access EGrAMS, you should have a vald User ID. To apply to become an authonzed user, you first need to
create a User profile {see left side bar) Once created. your request will be revewed, and i accepted, you will be
notified by email

v
The options in the left pane of the home page do not require a valid User ID. Move the mouse over the options to view

emment | Privacy and Security

C Global Services, inc
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EGrAMS Understanding the Application

% Comments and Help

v" All screens have a comment line at the bottom of the screen, when
applicable

v' Most fields display a brief description of what data is to be entered
In the respective field

v' All screen have a Information icon and yellow book screen help
and/or documentation, when applicable

v All fields support field lookups, calendar lookups or dropdowns, if
applicable (where applicable)

v Field Lookups support
» User defined Search criteria on code and description
« Wild cards — prefix, suffix & in between
« Sorting by Code or Description in Ascending & Descending order
« Wild card character is ‘%’
* Error Reporting
v' All screen validations are done online and errors displayed as
* Information Messages
 Confirmation Messages
“ Optional & Mandatory Input

v All fields prefixed by ** are mandatory and cannot be left blank

m . 7 | Grbm
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EGrAMS Understanding the Application

“** Mandatory field

*Password: ssssee *Confirm Password: esssss
*Eirst Name: *Last Name:
*Display Mame:
*Address Line 1
Address Line 2
*City *State: CA = *Zip 1 2ip 2
Current Grants "Enhone Phone Extension
Division of Boating and Eax Menu Style W
Walerways *e-Mail Address
Grant & Cooperative Agreements *Designation / Tille = *Role Code =]
*Parent Agency =]
*County E
Password Reset Yes | 'No User Status v | B Show Security
W
> = =]
v OK 0 Cancel ]
Comment Line: Enter your first name T
A

Y |

Comment line Field Lookup Action buttons
s EGrras
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Enterprise EGrFrAMS Understanding the Application

% Field Lookups enable users to select the appropriate value from a list
of available choices

Field headers

/ |
i I3 EGeAMS : Lookup - Windows In lorer =m0y
 Invoking a Lookup | B |

v Click on the field lookup icon [=]

v' Based on the field, the system
displays all values

v' The displayed set is sorted in
Ascendlng Ordel’ Of descrlptlon’ by O | xx-3000000¢ | Adventure Trail System of the 43
d efau It Eastemn Sierra Inc.

HWo0000000 | Alameda County Sheriffs Office | 27

v" Click on Field Headers to change | XX-XXKXKKK | Alpine County Sherif's Office |01

Sort order of respective field e et il
 Selecting the desired value

HH=20000004 | Amador County Sheriffs Office 50
v" Moving the mouse over the displayed
rows, highlights the respective row |

v' Click on 4 to select the desired |

Page1of5» W

: Description

Amargosa Land Trust 73

HH-X000000( | American Consernvation 03
Experience

HH=2000000( | American Desert Foundation 04
HH-0000004 | American River Consenvancy 70
XH-XO00000 | American Rivers, Inc. 72 v

000 DO0DoO0OO
%

record |
[ #100% - -I
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Enterprise EGrFrAMS Understanding the Application

Search Fields

 Entering Search Criteria / /
v Enter desired criteria in the ‘Search [ @ Erans - Lookup - Windows ntemet Exlore L= e
Fields S— =
.
v" Click on ‘Lookup’ to search the Federalld-
records based on entered criteria o Lo

[& Lookup)|[® Reset ] [X ciose ]

v Click on ‘Reset’ to blank out entered E— S
search criteria [Description

v Click on ‘Close’ to return to parent = S somhenndlon 7
screen without selecting a value
 Selecting the desired value

v" Moving the mouse over the displayed
rows, highlights the respective row

v Click on . to select the desired
record

HHOOOXXK | Lassen Land and Trails Trust 47
KH-20000004 | Mojave Desert Land Trust 81
HOH-000000 | Pacifica Land Trust 62

ooooao

HHDO000OCK, | Trust for Conservation Innovation | 89

i #100% -~ |

|

% The above search criteria specifies that the name should have the characters with ‘trust’ in the

description
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Enterprise EGrFrAMS

Understanding the Application

% Multi Value Lookups enable users to select the appropriate value(s)
from a list of available choices. This option is extremely useful when a
user has to select multiple values. Eg. County information

* Invoking the lookup
v' Same as described in previous slides

e Search Criteria
v' Same as described in previous slides

o Selecting the desired value

v" Click onthe [ checkbox to mark
the required value(s)

v" Click on to select the desired
record(s)

global services, inc.
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“é EGrAMS : Lookup - Windows

|
Enter search parameters and click Lookup to fiter |
Code |
Description
I' | & Lookup | | ® Reset | | X Close ‘I
Record Count: (115 Page 1 of 1 |
__ - ~
l' [] Adair [C]Andrew [ Atchison l
[] Audrain [ Bamy [_1Barton I
[ Bates []Benton [ Bollinger
[+] Boone []Buchman []1Butier I
[] Caldwell []Callaway []Camden |
= |
! _|C§pe [«] Carroll []Carter
Girardeau i - |
[]Cass []Ceder [ ] Chariton |
[] Christian [C]Clark ] Clay |
[] Clinton []Cole []Cooper |
[_] Crawford [[1Dade [_1Dallas W
[ Davie [ DeKalb 1Dent
| v ok
|
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Enterprise EGrFrAMS Understanding the Application

% Calendar Lookups enable users to select the appropriate date value
across month, year, etc. as required

Click to view same month, next year

« Invoking a Calendar Lookup Click to view next month
v Click on the calendar lookup icon H Click to view previous month
v" The system displays the calendar for : :
the current date (day, month, year) fqlécnl(t;f’;’r'g\‘xosuasrr;‘zar /
v Navigate to the desired month, year
based on the << < > >> controls May, 2015

« Selecting the desired date - _--

v" Click on the date to select the sun Mon Tue Wed Thu Fri
respective date

I
|
[
L
=

[*=] L
i

Pid L I
)

Time: 12|z [H!' | Ell'l;-_
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Enterprise EGrFrAMS Understanding the Application

/

% Dropdowns are used when the choice of values available is limited

* Invoking a Dropdown

v Click on the dropdown icon “ to view a list of available values
v The system displays a list of available values b

Required

Optional

Mot Applicable

 Selecting the desired value
v Click on the displayed value to select the respective choice

v In addition, the user may use the up and down arrow keys to view the
available choice of values

m . 13 ; Grhm
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Enterprise EGrFrAMS Understanding the Application

« All field level validations are done online and appropriate errors are
displayed by the system.

* Information Message \
v D|Sp|ays a popup W|ndOW Wlth the Windows Internet Explorer

app rOprIate error Or Warn I ng ﬁ Mo Recards returned For given criteria, Please update the criteria and search again
message

v" Click on ‘OK’ to acknowledge the
message

 Confirmation Message
v Displays a popup window Wm‘

appropriate error or warning

Microsoft Internet Explorer

message
. . ?/ Warning : This Program is alreat:!y Published. Please be careful with changes that can disturb the published
v" Provides the user a choice to W Sonhcaon. Do v weh o conlione?
confirm or cancel a certain action o [ coel

v" Click on ‘OK’ to confirm

v" Click on ‘Cancel’ to cancel the
action

HI(C” 1 Grl'ﬁ%
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Enterprise EGrFrAMS Understanding the Application

% Menus allow the user to select the desired options within EGrAMS
% A user role determines the access options available to a user

< EGrAMS supports three type of menus — Dynamic, Dropdown & List
Level 1 Level 2 Level 3 |

« Dynamic
v Place your mouse over the
desired module at Level 1 City of Saint Louis,

Home | Setup | Application Designer | Grantor JRevieyf Management | Approval | Post Award | Training Material

v Place your mouse over the Fucome sroen 0 0
desired sub module at Level 2

v" Click on option at Level 3

« Dropdown

v" Select the desired module at
Level 1

v' Select the desired sub module

Hello J Rodrigu Communication

You may begin using the application by selecting options iom the menu bar. If you wish to view or change your User Profile
please click here

Level 1 Level 2 Level 3 ‘GO’

at Level 2 or 3 ) __
v" Click on the icon &2 to dlsplay | City of Saint Louis, MO Grants‘N.I‘a‘n;a em‘e‘nt‘s tem
the respective screen o Appcaton =T =
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Enterprise EGrFrAMS Understanding the Application

Level 1 Level 2

e List
v" Click on ‘OLGA Menu’ in the
footer section R
v The System displays all the City of Saint Louis,/MO @ Grantg Management System
modules and options

v" Click on the desired option at
Level 2 or 3 to display /
access the respective screen

Level 3

% Notations used in the User Manual to denote the
option selection in the screen example

Link to display the EGrAMS Menu List

»  Grantor -> Grant Application -> Print / Submit Application
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Enterprise EGrFrAMS Understanding the Application

* A word of Caution
v Never use the ©@== - putton
v Pay attention to the timeout counter

‘/ dISplay Save yOur WOrk |f |t getS tO 4 mlnuteS Windows Internet Explorer

« The system gives you a warning message 2 =~ N\
minutes prior to timeout :

v Use the ‘TAB’ key or the mouse to navigate
across fields

v' Always Lecont after you complete your work

This page would timeout in 2 minutes.
Please save yvour current changes and continue,

Back button Timeout Warning Logout button

@ } http 040 M P~C = EGrAMS : User Menu
File Ednt VYiew Fpvorites Tools Help

& EGrAMS Grantor Agency .. & | eGrAMS Application Logo 3 Il 5 R

e )

s v Pagew Safety~v Toolsty @b~

City of Saint Louis, MO

jome | Administration | Project Director | Grant Application | Reporting

l-!l-no-
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EGrAMS Register your Agency

your agency in EGTAMS

< If your agency is not already registered in EGFAMS, you need to register

** You need to register your agency in EGrAMS only once

 To Register your Agency, click
v Home - Register your Agency

v' System will display the agency
registration screen

v' Check if your agency is registered

v If not registered, enter your agency
information

global services, inc.
Copyright © 2004 HTC Global Services, Inc.

Home
About EGraMs
EGraMs Login

Validate Workstation

Register your Agency

Create User Profile
Grant Opportunity Mofification
Training Materials

Current Grants

Community Development

™

The primary goal of the Cu
stabidization through the p

What we Do:

o Administer federal
City of St. Louis ar
« Work with the St. |
community and ec
s Partner with local ¢
development, homs
presenvation, and s

EGr/ NS
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EGrAMS Check if your Agency is Registered

< System will display the agency registration screen

'
T ETr——] . Click icon to
*Federal ID. & Agency Name CheCk |f you
Vendor Number Vendor Reference agency |S
*Address Line 1 Address Line 2 .
iy state =) 20 registered
Website
*Agency Type E Eu

Agency Sub-Type
Contact information

*Coniact Person: “Email
*Phone: Ext Fax
Mailing Address Same: [Yes
*Code *County *Primary Contract Type Information (For Office use only)
* =) O A Contract Type . o~
> =) Conftract Applicability .
” =] Contract Template (=)
> =) Amendment Applicability .
] =] . Amendment Template =) w

+ OK 0 Cancel

Comment Line- ENter Federal ID in the format XX-X00000CC IF not available then enter telephone number.

A1y 1 ;Gﬂ'ﬁ%
global services, inc.
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EGrAMS Enter Search criteria to check if your agency is registered

< System will display the available agencies

* Enter ‘Search’ criteria to search your agency

Enter part of your agency name prefixed
and suffixed with ‘%’

Click on ‘Lookup’

If your agency name is displayed, you
need not register your agency profile
again

2 EGrAMS : Lookup - Windows Internet Explorer. i s 2]l
I |
Federal Id : \/
Description : Secountyh <
| &, Lookup ] [® Reset | [X Close |
-Racorct Count: 65 Page 10f2 » m- \/
I . :Dﬁscrip!_ion ll ‘/
O | 305000000 | Alameda County Sheriffs Office | 27
[ | 3x¢-30000000 Alpine County Sheriffs Office 01
O | xx-300000k | Amador County Sheriffs Office 50
l' O | x¢200000K | Boating County Sheriff ||
O | x4-00000K | Butte County Department of 86
Public Works
O | xx=000000 | Butte County Sheriffs Office 70
[ | xx=2000000( | Calaveras County Planning 7
Department
O | XX-000000( | Calaveras County Sheriffs 03
Department
O | xx-x000000¢ | Colusa County Sheriff's Office 05 )
| | meernslrrmmes =
|
| 1
: =L 100% -
h y

global services, inc.
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EGrAMS Enter your Agency details

*Eederal ID. & Agency Name
Vendor Number ¥endor Reference
*Address Line 1 Address Line 2
‘City *State = *Zp
Website
*Agency Type E Agency Sub-Type 5
*Contact Person *Email
*Phone: Ext Fax
Mailing Address Same: [Ives
X E— O A Confract Type . A
- - Contract Applicability ®
County > -] Conradt Template =) System
information > S Amendment Applicabilty s T maintained
= vl |, z bt
b =) Amenament Template = information
Y OK @ Cancel |
Comment Line: Enter Federal ID in the format X0(-X000000C If not available then enter telephone number.

v' Enter your agency information
« Make sure that you enter all information that has "*"
» Select your agency type
» Select your county(ies) and mark primary county

v' Some information is system maintained

v Click on "OK" to register

global services, inc. End-to-End e-Grants Solution
Copyright © 2004 HTC Global Services, Inc.




EGrAMS Register your Agency

*»If you do not have a user profile in EGrAMS, you need to create your user profile
“*You need to create your user profile in EGrAMS only once

- To Create you User profile, click

v Home - Create User Profile e A
. . . About EGraAMS The primary goal of the C
v' System w.|II display the ‘Create EGrAMS Login s st ?hmughml
User PrOflle’ screen Validate Workstation
Register your Agency What we Do:

v Enter your information

Grant Opportunity Mofification

+ Administer federal
City of St. Louis a
« Waork with the 5t
Current Grants community and ec
Community Development o Parner with local
development, hom
preservation, and :

Training Materials

HIC* \ EGr/vS
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EGrAMS Create User Profile

(*) - Required field Date : Jun-19-

Home = User Details

About EGraAMS *Login Name: jdoe A

EGrAMS Login *Password sseass *Confirm Password: esssss

rist *First Name John *Last Name Doe

*Display Name: JDoe
*Address Line 1 123 Any StLouis Street

Grant Opportunity Notification
Address Line 2

Training Materials -

. *City - StLouis *State: MO (=) *Zip1: 61103 Zip2

Current Grants

e e *Phone : (314) 123431 Phone Extension -
Eax: Klenu Style - b
*g-Mail Address : validemail@domain.com
*Designation / Tile: E *Role Code : GRANTE |—RGrantee

*Parent Agency

*County
Password Resef User Status v | & Show Security )§
i)
Select your parent agency Click to select security question(s)
¥, l OK ] © Cancel
Comment Line: Enter your e-Mail address A
Enter your information < Click on ‘OK’ to save the
« Enter all information that has "*" created profile information

< Your user account is created

 Select designation/title TRy Hpm T

» Select your role as ‘Grantee’
+ Select your parent agency
v'Some information is system maintained

THO s v'Click on "OK" to create your user profile —

global services, inc. End-to-End e-Grants Solution
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EGrAMS Activation of User Profile

o After Creation of Your User Profile
v Your user account is created in EGrAMS with an "Inactive" status

v Once your user profile has been activated, you will receive a
"Confirmation" email and can begin using EGrAMS

(=5 [

= EGrAMS : Email Information - Windows Internet Explorer

Eile Edit View Favorites Tools Help

Date : Jun-19-15

From: EGrAMSSupport@stiouis-mo.gov Sent: Jun-19-15 11:24:42 AM

To: john.doe@eligorg.com [=]
Subject: User Activation for John Doe in EGraAMS

Message :

Dear John Doe,
I Any CDBG Eligible Organization I

Your user profile with user name jdoe has been activated for the CDA grants site. You may log into the EGrAMS
application to review your projects and access the varicus functions based on your role.

You may change your user information after logging in to EGrAMS. Please note that Role and Parent Agency can only be
changed by the CDA System Administrator.

Technical assistance regarding your user profile should be directed to EGraAMSSupporti@stlouis-mo. gov.
EGraMs administrator

#100% ~ |

: -Gr/isS

End-to-End e-Grants Solution
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EGrAMS

Accessing EGrAMS

% Tologin into EGrAMS, select Home ->EGrAMS Login

* EGrAMS Login o wu

(*) - Required field

Date : Jun-19-1

“User Name: josephr

‘Fassword  sssses|

Current Grants

ommunity Development

' Change Password

h

-

7| Forgot Password

L.

>

Enter User Name and Password

hote: Password & case sensitive

v' The system will display the login screen as shown
v' Enter your user name and password
v" Click on "OK" to login
v' If your credentials are correct
» System displays EGrAMS Welcome page

» System will display menus as applicable to your role
» Select the desired option

v' If your credentials are incorrect
» System displays error message
* Acknowledge the message

global services, inc.
Copyright © 2004 HTC Global Services, Inc.
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EGrAMS Welcome Page

Community Development Administrat ‘

° After SUCCQSSfUl LOgin ‘ City of Saint Louis, MO @ Grants Manageme‘r;'t“gystem
v EGrAMS Welcome Page IS T e sy poron i 1
displayed
v You are greeted by EGrAMS Helo  Rocrigues,
using your "Display Name" s T PO, R S T e e A W B S R e P

For any techmical questions, please contact the CDA Helpdesk at EGrAMSSupport@stiouis-mo.gov. Please include your full

« System will display menus ot g s 5 e R S 1
as applicable to your role

» Select the desired option

v" In the footer section, system
displays e —

* User Name
* Parent Agency

global services, inc. End-to-End e-Grants Solution
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EGrAMS Summary

Overview of EGFAMS

Hardware & Software Requirements

How to Invoke EGrAMS

Comments & Help
Comment line, screen information, screen documentation
Field Lookups, Calendar Lookups, Dropdowns
Information & Confirmation Messages

Menus & Options

Accessing EGrAMS and User Profile
Create Agency Profile
Create User Profile

Logging into the System

HIG® . -Gr/ s
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EGrAMS EGrAMS Overview Questions

Questions?

HIC” » -Gr/ s
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EGrAMS Overview

Application Entry & Submission
Start a New Grant Application
Assigning Users to Application
Grant Application Entry
Validate Application for errors
Printing of Grant Application
Submit Application
Application Status

HTC* y -Gr/ s
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EGrAMS Start a New Grant Application

% Grant Application -> Start a New Application

[ Project Director w [Slan a New Application w J w 2 Home | Logout
> Start a New Application Li T ] Timeout : 60 mins Date : Jun-19-15
B Add # Change | | X Delete | | B Review|
*Agency 31-1234321 Any CDBG Eligible Organization
*Grant Program = >

v' System displays ‘Start a New Application’ screen
* FEIN # and Agency name displayed by default
e Select the Grant Program from lookup

v' System displays program code and program name as project code and
project title respectively (only if agency restricted to 1 application, else
blank)

v’ Change / Enter Project Code and Title as applicable (to give it a more
meaningful description)

v' Click on ‘OK’ to save information

global services, inc. End-to-End e-Grants Solution
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EGrAMS Start a New Grant Application

% Grant Application -> Start a New Application

Project Director v |Start a New Application w v 2 Home| Logout
[ Add | # Change * Delete B Review |
*Agency 31-123431 Any CDBG Eligible Organization
*Grant Program: CDBG-16 E Community Development Block Grant 2016 X
[ oroecicose —_Joropetine ]
| || CDBG-16-1 Any CDBG Priorty and Activity Eligible Project * I

| ™"

Comment Line: ENter Application Description

% By default the person starting the new application becomes the owner of
the application

* He/ She can assign additional users from their agency to work on the
application (if required)

global services, inc. End-to-End e-Grants Solution
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EGrAMS Assign Agency Users

v Multiple users from an agency may work on one application

v Agency users do not have access to an application unless they are assigned to
the specific application

v The ‘owner’ of the application (person who started the new application) can
designate various agency users if required

HIC” 2 -Gr/ s
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EGrAMS Assign Agency Users

* Project Director -> Assign Agency Users

| Project Director v |Assign Agency Users v | W & Home | Logout
* Assign Agency Users ) w8 Timeout : 60 mins Date : Jun-19-15

Specify your search critena below and Click Find..

Grant Program : CDBG-16 E Community Development Block Grant 2016
Agency - 311234321 Any CDBG Eligible Organizafion
lerett Code Prosect Title Assign To Users

| _“"I['Il'l l 0 :"mu'nl-:

Comment Line:

v' Click on ‘Find’

» System display agency application information for agency and program

global services, inc. End-to-End e-Grants Solution
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EGrAMS Assign Users to Application

[Plo;ect Director ~ |A55|gn Agency Users W | [ i ® Home| Logout
* Assign Agency Users ﬂ (1] Timeout : 60 mins Date : Jun-19-15

Specify your search criteria below and Click Find..

Grant Program CDBG-16 =) Community Development Block Grant 2016

Agency 31-1234321 Any CDBG Eligible Organization

;ngecl Code Project Title Assign To Users
CDBG-16-1 Any CDBG Priority and Activity Eligible Project A

v Click on ‘Assign’ icon
v System displays available agency users

» Select ‘Perm Code’ using lookup to assign permission level

» Select ‘Perm. Status’ checkbox checked by system activate user for application
v/ Restrict user access

» Select ‘Appl’ checkbox to restrict user access to application section

 Click on ‘Category’ icon to assign section level permissions

» Refer to next slide for details on assigning section-level permissions

v' Click on ‘OK’ to save entered information

global services, inc. End-to-End e-Grants Solution
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EGrAMS

Assign Users to Application

IF’n}ject Director v

| Assign Agency Users w |
» Assign Agency Users D w

v 2 Home | Logout
Date : Jun-19-15
Specify your search critena below and Click Find..

Grant Program COBG-16

= Community Development Block Grant 2016
Agency 31-1234321 Any CDBG Eligible Organization

Project Code Progect Title

Assign To Users
[] CDBG-16-1 y CDBG Priority and Activity Eligible Project | Assign |
r»emcu mm
7] | jsmith Jane Smith GRANTE |2 B:,:ant Writer n
] | jdoe John Doe [+ GRANTE 1 (=] Project Director i ] *
| # Find }  OK | [Q Cancel

Comment Line:

« ‘Appl’ unchecked gives user access to all application sections
% ‘Category’ icon is disabled for respective user, if ‘Appl’ checkbox is not marked

114 : -Grras
glnhal_ services, inc. r
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EGrAMS Assign Section-Level Permissions for an Application

= EGrAMS : Section Category - Windows Internet Explorer =3

v System displays all | T
Appllcatlon Sectlons | UserName Jane Smith
Project Any CDBG Priority and Actnaty Eligible Projed
» Default setting is ‘NA’ — No | T T
ACCGSS GEN Applicant! Organization Profile Read ® Write |
ON Organization Namatives Read '® Write MA |
v Select Access permission OPB | Operating Budgets Ress Owie ONA
 Read — No edits allowed T L i Riang (5 imm L) 1A
. . FIN Proposed Operating Budget ®) Read Wnte MA
° erte - Read /W”te access CERT Acknowledgement and Cerificaion JRead Write @ MA -
* NA — No Read or Write access —x Ciose |
(section disabled)
v Click on 'OK’ to save selected
permissions | oS S |

+ The above selections will give the user — Jane Smith ‘Read’ access to Operating & Proposed Operating Budget sections,
‘Write’ access to the Applicant Organization, Organization Narratives & Activity Information section and ‘No Access’ to the

Acknowledgement and Certification section
End-to-End e-Grants Solution
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EGrAMS Enter / Edit Grant Application - 1

% Grant Application -> Enter Grant Application

[Gtanl Application I IEmer [ Edit Application T | e ¥ Home | Logout
*Status ® Opean All
Brogram CDBG-16 =] Community Development Block Grant 2016 >
Agency 31-1234321 =] Any CDBG Eligible Organization >
Project =) >
Stages (=) Status [z by e
Program Description Submit Date A
CDBG-16 Community Development Block Grant 2016 8/T/2015 4:00:00 PM
CDBG-16-1 Any CDBG Priority and Actmty Ehgible Project Application Entry / Pending

v' System displays ‘Enter / Edit Application’ screen with agency name

» System displays a list of applications based of user access

» Select Grant Program from lookup (if required) to limit default displayed list and
v Application details displayed are:

* Program Code and Description Submission date & time (if applicable)

» Project Code & Title

* Application State & Status
v Click on desired Project hyperlink to access application

«» System displays an error message, if a user attempts to access an application that is not assigned to an ‘Edit’ stage

global services, inc. End-to-End e-Grants Solution
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EGrAMS

Enter / Edit Grant Application - 2

* On selection of the project
hyperlink

v System displays
‘Submission Date & Time’ —

* Acknowledge Information
message

e System displays first page of
application with default agency
information

v’ Screen comprises of 4 panes
* Application Information

e Section Tabs & Index, Section
Navigation & Close

e Action Buttons, Show Tree &
Page Navigation

* Section Content

! . Submission deadline date : 08/07/2015 04:00:00 PM

* Face Sheet Transaction § m

Agency Any CDBG Eligible Organization Program: Community Development Block Grant 2016

Application Any CDBG Prionity and Acity Eligible Project

Applicant Harratives Operating Budgets Activity

= |
1. Applicant Information - Page 1
a. “Applicant Name

b. Does Business as

Show Instructions

Any CDBG Eligible Organization

€ “Address 123 Any StLouis St

d. Address 2

e *Cily StLouis *siate MO =) czp1 (63103 Zip2

t *Federal LD. Number 31-1234321 DUNS Number 53103123

- “Agency ype (please check ane) For Profit _) Corporation @) Nonprofit
uc

User Name: jooe [ J Doe | . Agency: Any COBG Eligible Organization

global services, inc.
Copyright © 2004 HTC Global Services, Inc.
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EGrAMS Enter / Edit Grant Application — 3 (Controls)

s Application Information — Static Information displayed on all pages of the application, cannot be
edited
Agency Name Program Name
Agency Any CDBG Eligible Organization Program Community Development Block Grant 2016

Applicaton Any CDBG Priority and Activity Eligible Project Show Documents

I I

Proiect Titl Hyperlink to view available program documentation
oject Tie Clicking on hyperlink, displays the document link window

l

Documents

|Application Farm

Funding Timeline
Income Limits I
Target Areas

Quick Gulde - Grant Reglstrations

CQuick Guide - Updaltjng or Renewing CCR SAM
Registrations

Click on document hyperlink to view respective document

End-to-End e-Grants Solution
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EGrAMS Enter / Edit Grant Application — 4 (Controls)

“ Section Tabs — Displays available sections for an application

Close Application — Return to main Application display page

Current Section

Previous Next

y
Applicant Narratrves Operating Budgats Activity Proposed Budget Certsification Indlex \ i ¥ X Closn

View of Section Tabs with restricted access

Applicant Marratives Dperating Budgeis Activity Proposed Budgel Certification Index L ] X Clogn

|

No Read or Write access to disabled sections

m . 40 ; Grhm
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EGrAMS Enter / Edit Grant Application — 5 (Controls)

“*Index Page — Table of Contents for the Application, providing a summarized view of completion, errors

* Application Index o (1] Timeout : 60 mins Date : Jun-19-
Agency Any CDBG Eligible Organization Program: Community Development Block Grant 2016
Application Any CDBG Prionty and Activity Eligible Project Show Documents
Applicant Narratives Operating Budgets Activity Proposed Budget Certification | Index ‘ , X Close
Descrpnon
: : N cT e |_Fies IR
CI|Ck on deSII’ed page Applicant/ Organization Profile
to navigate to the | 1 Aspican 2
s Proj
specific page 2 Propct -
3 Contacts O

Organization Narratives
1. Organization Background

Organization Background O

a. Descnbe the history and purpose of the organization O

b. Descnbe the type of seraces cumently pronded by the organization =

c. Describe the organization's capacity to administer the proposed actmty H

d_ License Information m|
2. Grant Administration History 2 v

1 Drrrannal Narsnntinn and Daroamans m
v | M Find '@ Cancel |

Select filter to view
specific pages based
on selected criteria
Click on Find

= 41
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EGrAMS Enter / Edit Grant Application — 6 (Controls)

% Action Buttons — Static Information displayed on all pages of the application, cannot be edited

Save & remain Validate Section Copy section content from
on same page for Errors a previous application Previous Page Next Page
| B Save | | B Save ¢ | | = validate J | @ Errors | |E PDF | |E1| Copy | | E Show Tree ] 'EJ Iiiz

T ] !

View Table of Contents for a Section

Save & continue View Section Generate PDF
to next page Errors for section

(& EGrAMS : Section Tree - Windows |ntemet Explorer = i

Select desired section, Click on OK to go to the specific page

<——| Only available for text sections ‘ < .
| R100%
(IBES 42 Gr
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EGrAMS Enter / Edit Grant Application — 7 (Controls)

“*Navigation Summary — EGrAMS Supports 4 basic navigations with the application

v Sequential

« Save & Continue

» Using the Page Level Previous and Next buttons
v Section Level

 Clicking on the section tab takes you to the first page of the
respective section

v'Dynamic
* Using the Index Page

v'Dynamic — Section Level
* Using ‘Show Tree’

HIC” . -Gr/ s
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EGrAMS Enter / Edit Grant Application — 8 (Application Sections)

v'A Grant Application may be looked as a collection of sections

v The number and content of the sections depends on the
nature and focus of the program

v EGrAMS supports 5 basic section types
» Facesheet or Cover Page — Applicant & Project page is static
* Narrative
e Attachments
* Work Plan
* Budget

HIC” “ -Gr/ s
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EGrAMS Enter / Edit Grant Application — 9 (Applicant- Organization)

“*Applicant — information displayed by default, based from the applicant agency profile
++»Chage information if required, Click ‘Save’ or ‘Save->' as applicable

* Face Sheet Transaction § m ({*) - Reguired field Timeout : 60 mins Date : Jun-19-1
Agency Any CDBG Eligible Organization Program Communily Development Block Grant 2016
Application Any CDBG Prionty and Actvity Eligible Project Show Documents
Applicant Marratives Operating Budgets Activity Proposed Budget Certification Index 1 4 X Close
. Save | B Save ¢ | .:_j Validate .| + Done | ‘@ PDF | % Copy E Show Tree y)

1. Applicant Information - Page 1 Show Instructiont

*Applicant Name Any CDBG Eligible Organization
Does Business as

. *Address 123 Any St Louis St

 <City StLouis State MO =) *zp1 63103 Zip 2 If no changes,
*Federal LD. Number 31-1234321 DUNS Number 63103123 click ‘Next’ icon
*Agency type (please check one) Eor Profit

a
b
C
d Address 2
e
f
9

Corporalion ® Nonprofit

LLC

global services, inc. End-to-End e-Grants Solution
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EGrAMS Enter / Edit Grant Application — 10 (Applicant- Organization — contd.)

* Face Sheet Transaction § m {*) - Required field Timeout : 60 mins Date : Jun-19-15
Agency Any CDBG Eligible Organizafion Program: Community Development Block Grant 2016

Applicaion:  Any CDBG Priority and Activily Eligible Project Show Documents

Applhcant Marratives Operating Budgets Activity Proposed Budget Certification index 4 b X Close
B-‘-uwul B Save+ | |l validate ; + Done | m PDF % Copy | E Show Tree | (4 ’)

1. Applicant Information - Page 2

Number of years in operation 3 ~

Date of IRS Determination Letter 05/0172015
SAM gov Regisiraiion Date 01/02/2015

Community Based Development ® Yes Mo
Organization (CDBO)?

Community Housing Development ® Yes No
Organization (CHBO)?
Priority Need(s) addressed By This Application (Please seled Priorities from the list below)
Economic Development
® Housing
Public iImprovements

Public Senices

114 : -Grras
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EGrAMS

Enter / Edit Grant Application — 11 (Applicant- Project)

* Face Sheet Transaction 0 (1} ({*) - Required field Timeout: 60 mins Date : Jun-19-15

Agency Any CDBG Eligible Organization Program Community Development Block Grant 2016

Application:  Any CDBG Priofity and Activity Eligible Project Show Documents
Applicant Narratives Operating Budgeis Activity Proposed Budget Certification Index i ; X Close

B Save || B Save+ | = Validate ||+ Done | &3 PDF | B Copy [k Show Tree | f E

a. *Project Name Any CDBG Priority and Activity Eligible Project

b. Is Implementing Agency Same ® Yes No

c. I Not, Implementing Agency Name v

d. Project Start Date (mmiddiyyyy) 10112015 | End Date (mmiddlyyyy) 93072016

e. Amount of Funds Requested 35,000.00 Project Cost 42000 x

v'Applicant — Project information is displayed by default
Project name based on the project title
Start / End Dates — based on Start / End dates of program, change if required

v Enter Implementation Agency Information, if ‘Implementation Agency Same’
marked as ‘No’

v'Enter Amount of Funds Requested
v Enter the total Project Cost, (including match) cannot be LT Requested Amount

HIC® -Gr’aMS
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EGrAMS Enter / Edit Grant Application — 12 (Applicant- Contacts)

* Face Sheet Transaction O wu {*) - Required field Timeout: 60 mins
Agency Any CDBG Eligible Organization Program:  Community Development Block Grant 2016
Application Any CDBG Pnonty and Actrity Eligible Project Show Documents
Apphcant Narratives Operating Budgets Activity Proposed Budget Certification Index b L X Close
(@ Save|[BSaves]| [ validate | [E 7 or= | [~ Done | [F2PDF | (B2 Copy E Show Tree | (1) (*)
*Contact Type PD (=] Project Director
a  ECGrAMS Login jdoe (=] John Doe x
b. *Name John Doe
¢ “Address 123 Any StlLouis St
d Addressil
e *Cily StLouis 'State MO (=) *zip1 63103 Zip2 ++ Click on ‘Delete’ to
f *Telephone (314) 1234321 Ext Fax delete existing contact
9. "E-Mail Agdress john_doe@eligorg.com
h. Designation/Tile DDIR (=] Deputy Director ¢
i. Aftachment > Delete

v Select Contact Type from lookup
v’ Select ‘EGrAMS Login’, if user active in EGrAMS
« System displays corresponding information
v If User not active in EGrAMS, leave EGrAMS Login field blank, enter Name
v System displays default address & other information, change if reqd
v Click on ‘Save’ or ‘Save->' to save contact information
v'"When done entering all contacts, click on () icon

global services, inc. End-to-End e-Grants Solution
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EGrAMS Enter / Edit Grant Application — 13 (Attachments)

* Section Application Entry ) m Timeout : 60 mins Date : Jun-19-1
Agency Any CDBG Eligible Organization Program Community Development Block Grant 2016

Application Any CDBG Priority and Activity Eligible Project Show Documents

Applicant Narratves | Operating Budgets Activity Proposed Budget Cenrtification Index )\ x f: lose

B Save | | B Saves  |=H validate || E || « Done | | B3 PDF Bx Copy & Show Tree | i ‘_E;-
Inciude the history and purpose of the organization, a descripion of the type of senaces prowided, the organization’s capabiliies and license io operate (if A
appropnate )
Required Attachments

501 (c) IRS Determination Letter

Cerlificate of Good Standing from Missoun Secretary of State (issued on or after July 1, 2015)

Copy of Cily of SL Lowis Business License, if applicable

o -rl-v

Comment Line:

v' EGrAMS uses multiple notations to denote upload of an attachment
* Up Arrow —to invoke the attachment window (as shown in the above example)
* ‘+’icon —to invoke the attachment window
* Browseicon

global services, inc. r
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EGrAMS Enter / Edit Grant Application — 14 (Attachments)

‘;—; EGrAMS : Upload Attachments - Windows Internet

|

Agency : Any CDBG Elgible Organization Program: Community Development Block Grant 2016
Application: Any COBG Priority and Activity Eligible Project

Section : Organzation Background

EEGrAMSICHly of St Louis\CDBG Do

User Name: jdo= [ J Do= [ | Agency: Any COBG Eligible Orpanization
J w -

v' To Upload an Attachment
Click on applicable icon
System displays the attachment window, as applicable (shown above)
Click on ‘Browse’ icon to select file from the respective local drive or network location
Select the desired file
Click on ‘Open’
File is returned to the Attachment window
v' Enter Attachment Title, if applicable
v Click on ‘Save’ to save the attachment
v Click on ‘Close’ to return to the main screen

v" Click on ‘Save’ or ‘Save->' as applicable on main screen to complete action
= £EGr
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EGrAMS Enter / Edit Grant Application — 15 (Narrative)

* Section Application Entry § s Timeout : 32 mins Date : Jun-19-15
Agency Any CDBG Eligible Organizalion Program Community Development Block Grant 2016
Application Any CDBG Priority and Activity Eligible Project Show Documents
Applicant HNarratives Operating Budgets Activity Proposed Budget Cerufication Index ! D ¥ Close
+ Spell || B Save || B Save « || = Validate | | E « Done | |E3 POF | |BY Copy E Show Tree | (4 »)

a. Ensure complance with A-133 guidelines (if applicabie). Hide Instructions

| Describe how fhe organizafion will ensure complance with A-133 guidefines (if applcable

<+ Instrudtions Pane

1744 characters approxmately

B I : B O

y Congress in 1974 with passage of the Housing and Community
jrban Development (HUD).This program
ies. This is accomplis
ow and moderate income pe
ith one or more of the following HUD natio

Development
municipaih
housing.a s
bovemnment d

nd by expanding econom
ograms and funding pnonties,all actvbies

e Principally benefit slow- and moderate-income persons
o Prevents or eiminates slum or blight
» Addresses an urgent need or problem in the community({e.g.  natural disaster)

As an entitlement community under the COBG program, the City of St Lows recemes annual funding allocations from the federal government to fund

Comment Line:

v Enter Narrative text directly in the text area

v Text may be copied from ‘MS Word’

v System displays a character count

v EGrAMS uses a third-part editor control for editing text entered in the text area
v Click on the ‘Spell’ icon to run a spell check on the respective section (text area)

v' Click on ‘Save’ or ‘Save->' to save text information
( 51 Gm
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EGrAMS

Enter / Edit Grant Application — 16 (Tables)

> Section Application Entry ﬂ 1 1]

Timeout : 60 mins
Agency Any CDBG Eligible Organizalion Program: Communily Development Block Grant 2016
Application:  Any CDBG Priority and Aclivily Eligible Project Show Documents
Applicant Narratives Operating Budgets Activity Proposed Budget Certification Index : : m
|B Save || B Saves || = Validate | ||« Done | |4 PDF | |ER Copy | | & Show Tree | : v
Name of Activity Street and Sidewalk Improvements A
Addresses / Location of Proposed Activity
Location Name Address Zip Code De

St Charles 3212 Fairfield Way 63,201

Click on ‘x’ to delete a row

Geographic Target Area (if applicable)

Comment Line:

v Repetitive information may be represented as atable in the application
v Enter the required information in the applicable cells for the respective row

+ Click on ‘x’ icon to mark a row for deletion
+ Click on ‘Save’ or ‘Save->' to complete action (delete)

52
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EGrAMS Enter / Edit Grant Application — 17 (Read Only Fields)

Agency Any CDBG Eligible Organization Program: Community Development Block Grant 2016
Application:  Any CDBG Priority and Activity Eligible Project Show Documents

Applicant Narratives Operating Budgets | Activity Proposed Budget Certification Index 1 b X Close

a Save | B Save + | | = Validate ||« Done E3 POF Ea Copy E Show Tree | (¢ k)

V-1, 2014 Annual Operating Budget Show Instructions
ndowmen
. . ~
Fundraisers / Speaal Events
Invesiment income
Interest Income
In-Kind Income
Fee Revenue
Other
Other
Other
TOTAL REVENUE | | «—— ‘Read Only’ fields are shaded grey

FYnrser e B v T

Comment Line:

v ‘Read Only’ fields are maintained by the system and are shaded grey
v Information is displayed in ‘Read Only’ fields on click of ‘Save’ or ‘Save->’

global services, inc. End-to-End e-Grants Solution
Copyright © 2004 HTC Global Services, Inc.




EGrAMS Enter / Edit Grant Application — 18 (Budget)

> Budget Category Application ) m Timeout : 60 mins Date : Jun-19-1

Agency Any CDBG Eligidle Organizaion Program:  Community Development Block Grant 2016
Application Any CDBG Pniority and Activity Eligible Project Show Documents
Applicant Narratives Operating Budgets Activity Proposed Budget | Certification Index . . X Close |
(@ Save | [B Save « | [E validate | | [F3 POF | (B Copy | E Show Tree DEC
Expenses
Del. Description Total CDBG Amount Other Funding Narr.
DIRECT EXPENSES
Program Expenses
* Personnel Costs 17.500.00 15,000.00 2 50000
X | Local Travel Costs 2.400.00 2.400.00 0.00 B\
X | Contractual / Professional Senices 6,000.00 5,000.00 100000 B N Narrative icon
x Supplies 1.200.00 1,200.00 0.00 =
* | Equipment 0.00 0.00 ooo =
x Printing 0.00 0.00 0.00 =
x Insurance 0.00 0.00 ooo =
x Telephone / Communications 1.200.00 1,200.00 oo =
x Facilities Expenses 0.00 0.00 ooo| =
X | Other 0.00 0.00 ooo] & |V

O Cancel |

Comment Line:

v'Budget allows for entry of expenses and revenues
v'To enter budget information
v' Enter required information — CDBG Amount, Other Funding as applicable
v' System computes the total and displays in the ‘Total’ column
v Click on ‘Narrative’ icon to add any remarks / justification as applicable
v Click on ‘Save’, ‘Save->' as applicable
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EGrAMS Enter / Edit Grant Application — 19 (Budget - 2)

* Budget Category Application €) s Timeout : 57 mins Date : Jun-19-1

Agency Any CDBG Eligible Organization Program Community Development Block Grant 2016

Application Any CDBG Prionty and Activity Eligible Project Show Documents

Applicant Harratives Operating Budgets Activity Proposed Budget | Certification Index 1 2 X Close

@ Save | [BSave s | [& validate | [2 o= | [f3 PDOF | [B2 Copy E Show Tree | DIO
Expenses
Del. Description Total CDBG Amount Other Funding MNarr. #
DIRECT EXPENSES I
Program Expenses

X | Personnel Costs 17,500.00 15,000.00 250000 =

> Contractual / Professional Senices

Enter expense category level narratives, if required

> Supplies A

x Equipment

* | Prining <+—— Enter

Narrativiac

pod Insurance NarTatrves
x Telephone / Communications b

> Facilies Expenses

>

Commeni Line:

v’ Clicking on the ‘Narr.” icon brings up the ‘Narrative’ window
v Enter Narrative information, as applicable

v Click on ‘OK’ to return to main budget page

v Click on ‘Save’, ‘Save->' as applicable on main budget page

+ Click on ‘x’ icon on the left to mark budget category for deletion
% Click on *‘Save’, ‘Save->' to complete action
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EGrAMS

Validating Grant Application

v'Application should be error free prior to
submission

v'System validates the application against
configured business rules

v'Click on ‘Validate’ to validate the specific
section

vIf no errors are found, system displays ‘No
errors’ message

vIf errors are found, system displays error
Confirmation message
v'To view errors
v" Click on ‘OK’
v' System displays Error window

v Click on Checkbox icon to go to the
erroneous page and correct error

« Errors can also be viewed from the Index page
% After correcting error, click on ‘Validate’ again

m@@

global services, inc.
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Errors found during Validations.
Click [OK] to view Errors mow

OK | [ Cancel ]

- T 7
(= EGrAMS : Errors and Warnings - Windows Internet Explorer E=HE= Iihj

I Program Name: Community Development Block Grant 2016

Please select the criteria and click Find to Filter records....

| Category. ACT [z ACTIVITY INFORMA Error Type: | [ALL V: | # Find

NUTE Please click on the checkbox image to go to the error page

[aioon—Jorio Joosroion Lo ]

= Activity FS-012 Inconsistent response to a dependency
Information section 3, Ifyou selected 1d: Beneft available
to all residents in an area thatis primarily
residential and is located in an eligible census
fract(s): provide the eligible LMI census tract(s)
included in the ... Should be blank or spaces

B Activity FS-012 Inconsistent response to a dependency
Information section If not, please explain.. Cannot be blank
or spaces
[ print Causes and Sclution |/ PDF Preview | | X Close
#100% ~
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EGrAMS Print and Submit Application — 1 (Main Page)

% Grant Application -> Print / Submit Application

_|Granl Application [ae | |F'nn1 / Submit Application [w ] | ™ %% Home | Logout

: *Status ® Open AN

Program l *

Agency 31-1234321 =) Any CDBG Eligible Organization >

Projed = x

Stages (=) Status (=] > (=

Program Description Submit Date =
CDBG-16 Community Development Block Grant 2016 2015 4:00:00 PM

CDBG-16-1 Any CDBG Priority and Activity Eligible Project Application Entry / Work in Progress

 To Print and Submit your grant application

v' Grant Applicant -> Grant Application -> Grant Application Preview
» System displays user agency name
» System displays a list of applications based of user access
» Select Grant Program from lookup (if required) to limit default displayed list
v' Application details displayed are
* Program Code and Description, Submission date & time (if applicable)
* Project Code & Title
* Application State & Status

v Click on desired Project hyperlink to access application
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EGrAMS

Print and Submit Application — 2 (Application Tree View)

v'Application Index is displayed as a
Tree View

v'Click on the Next / Previous icons
to navigate sequentially

v'Click on the Tree nodes to go to
the specific page

v'Click on the ‘Print’ icon to
generate application PDF

v'Click on the ‘Submit’ action button
to Submit application

Print icon Next / Previous

Any CDBG#figible Organization X Close

Agency 31-123432)
Program  Communitf DevelopmestBlock Grant 2016 Any CDBG Priority and Activity Eligible Project

Stage-APPW |8 S

«r Applican( Information

a. ApplicantName

Any CDBG Eligible Organization

b. Does Business as
¢ Address 123 Any St Louis St

d. Address 2

e. City StLouis State MO | Zip1 63103 Zip2
i Federal LD. Number 31-1234321 DUNS Number 63103123
g Agency byc (ploase clieck oeie) _) For Profit Corporation (® Nonprofit

LLC
Number of years in operation:
Date of IRS Determination Letter:  04/01/2015
SAM. gov Registration Date 010172015

Community Based Development ® Yes No
Organization (CDBO)?

Community Housing Development @ Yes No

= Validate | [%3 Submit

Submit icon

% Submit icon is visible only to personnel authorized to submit an application
+ On click of ‘Submit’, the system validates the application to ensure that there are no errors
% Application can be viewed and printed by Grantees after submission

global services, inc.
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EGrAMS

Print and Submit Application — 3 (Application Section)

Agency 31-1234321 Any CDBG Eligible Organization X Close
Program |Community Development Block Grant 2016 Any CDBG Prionty and Activity Eligible Project Show Documents

Stage-APPW &
7 Applicant/ Organizat
o Organizstion Narratives

- yrganiTat n Backgroun

] Bugdget

4., 2. Grant Administration History A

Describe the organization's prior experience in grant administration, in last five years, Include at 3 minimum the following
information for each grant funding source and type (iL.e. COBG, HOME, DOL, Foundation), year(s) awarded, total amount awarded
in the last five years, objective and outcomes

Required Attachments:
For organizations not currently funded by CDA (Oplional for organizations currently funded by CDA)
Is your arganizafion cumrently funded by CDA? ® Yas _JNo

if Mo, please upload Lefter of recommendalion from a previous funder.

Grant Funding Source Year(s) Total Amount Objective and Outcomes
# and Type Awarded Awarded
1 CDBG 2013 300,000 Teach urban youth construction frade ~
W
2 Foundalion 2010 10.000 Provide technical assistance fortax preparationfor
low income people/sell employed
W
3 Other (Google Grar 2011 30,000 Marketing of small business classes and ~ v

enfrepreneurship coaching

| & Validate | [*3 Submit |

global services, inc.

Copyright © 2004 HTC Global Services, Inc.

“ EGr" S

End-to-End e-Grants Solution




EGrAMS Print and Submit Application — 4 (Application PDF)

r ~+
& http:/htclt040/EGRAMS_CDA/designer/viewPDF.aspx?ShowPDF=Y&TemplD=28TempMode=DATAENTRY&TempSect - Windows Internet E)n:p!,..l\ = | = ﬁ
File Edit Gote Faverites Help

&R e @E]! 3 E’fu‘ - | 911% : | 2| = Tools  Fill & Sign Comment

Facesheet for Commum Development Block Grant 2016 6/20/2015
Agency g BG Eligible Organization
Application An\,r ‘CDBG Priority anc Activity Eligible Project

Any CDBG Priority and Activity Eligible Project

FOR OFFICE USE ONLY: Version # APP 2

Applicant Information I
(Carefully read the instructions before completing this form)
1. Applicant Information

a.  Applicant Name Any CDBG Eligible Organization
b. Does Business as
c. Address 123 Any St.Louis St
d.  Address 2
e City St.Louis State MO dp 63103
f.  Federal Id Number 31-1234321 DUNS Number 63103123
g.  Agency Type (Please check one)
¢~ For Profit ~ Corporation - MNonprofit
~ LLC
MNumber of years in operation: 3
Date of IRS Determination Letter: 04/01/2015
SAM.gov Registration Date  01/01/2015
Community Based Development Organization (CDBO)? (Please select Yes or No) = Yes  No

Community Housing Development Organization (CHBQO)? (Please select Yes or No) = Yes ™~ No

Ipl}?flty Need(s) addressed By This Application (Please select Priorities from the list below) (Please select one from
15!

(* Economic Development
" Housing

" Public Improvements

" Public Services -

Gr/ S
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EGrAMS

v'On click of ‘Submit’,
the system displays _
awarning

v'Click on ‘OK’ to
Submit application

v'On confirmation,
system displays an
application
promotion message —

Print and Submit Application — 5 (Submit Confirmation)

- - This action would promote the Grant Application to "Assign
Applications for Review'
Do you want to continue?

Cancel

global services, inc.
Copyright © 2004 HTC Global Services, Inc.

IGlam Application v |Pnnt / Submit Application ~ | v & Home| Logout
* Print / Submit Application ﬂ [ 1] Timeout : 59 mins Date : Jun-20-15
*Status: ® Open AN
Program =] >
Agency 31123431 =] Any CDBG Eligible Organization ¥
Project = *
Stages = Stalus = > (.
Program Description Submit Date
~
CDBG-16 Community Development Block Grant 2016 B/7/2015 4:00:00 PM
CDBG-16-1 Amy CDBG Priority and Activity Eligible Project Assign for Completeness Review /
Pending
Message from webpage &J
The Grant Application has been successfully promoted to the next
I % stage.
L ok |
v

O Cancel |

. ~GriiS

End-to-End e-Grants Solution




EGrAMS Print and Submit Application — 6 (Submit Confirmation Email)

s*Communication -> Email Log

]Cnmmunical'mn W |Email Log v | o 2 Home| Logout
*Emaillog § wm Timeout : 60 mins Date : Jun-20-15
Program X

p—
—

Agency 31-1234321 Any CDBG Eligible Organization

Subject x Read Status Yes () No ® AN

Option Sent (® Recaived From Date Eq W End Date : x

Date Sent

v EGrAMSSupport@stlouis-mo_ gov | Applicalion Submit Confirmation for Community Development Block Grant 2016 |6/20/2015 9221:09 PM
A
M EGIAMSSupport@stiouis-mo.gov  User Adivation for John Doe in EGTAMS 6192015 112442 AM

Click on message link to view message

Click on ‘Find’ to display email message list

l W

[ShPrint | |MFind | |V OK | | @ Cancel |

. EGr" S
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EGrAMS Print and Submit Application — 7 (Submit Confirmation Email)

(=) EGrAMS : Email Information - Windows Internet Explorer | E'M
Eile Edit View Favorites Tools Help

* Email Information Date : Jun-20-15

From:  EGrAMSSuppor@stouis-mo.gov Sent: Jun-20-15 09:21:09 PM
To: john.doe@eligorg.com [+=]

Subject: Application Submit Confirmation for Community Development Block Grant 2016

Message :

Dear John Doe

The Any CDBG Eligible Organization grant application for Community Development Block Grant 2016 has been
submitted to the Community Development Administration successfully on 06/20/2015 at 21:21:08. Your application
reference number is 160001, You may print this notice for your records.

If you have any questions, please call me at (314) 657 3700 or email me at greena@stouis-mo.gov.

Alana Green
Director

cc: greena@stiouis-mo.gov

@Frfnt | | X Close

#100% ~

. EGr" S
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EGrAMS Application Status

“*Project Director -> Application Status

| Project Director v | Application Status v | v & Home| Logout

* Application Status o [T} Timeout : 60 mins Date : Jun-20-1
1 |0f1

Grant Program CDBG-16 E Community Development Block Grant 2016

Agency 311234321 E Any CDBG Eligible Organizafion x

Project CDBG-16-1 E, Any CDBG Priority and Aclivity Eligible Project X

Agency Apphcabon Status

Requested Amount 35.000.00 Project Amount 42,000.00

Recommended Amount 0.00 Approved Amount 0.00

Submit Date: 6202015 9:21 PM Last Status Date: 62072015 921 PM

Application Ref & 160001

Stage: P51 Assign for Completeness Review Status: Pending

" Find O Cancel

Comment Line:

v Select Grant Program from lookup
v Click on ‘Find’
v' System displays

* Requested Amount

* Project Amount

» Last Status Update Date & Time

* Application Reference #

e Current Application Stage & Status

S
I
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EGrAMS Grant Entry & Submission - Summary

Application Entry & Submission
Start a New Grant Application
Assigning Users to Application
Grant Application Entry
Validate Application for errors
Printing of Grant Application
Submit Application
Email Confirmation
Application Status

global services, inc.
Copyright © 2004 HTC Global Services, Inc.
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EGrAMS Application Entry Questions

Questions?

HIC” . -Gr/ s

global services, inc. _ End-to-End e-Grants Solution
Copyright © 2004 HTC Global Services, Inc.




EGrAMS Editing your User Profile - 1

|Selecl Level 1 Menu v |Selecl Level 2 Menu ' |Selecl Level 3 Menu e & Home| Logout
* Welcome Screen ) m Timeout : 60 mins Date : Jun-20-1
Hello J Doe,

You may beqgin using the application by selecting options from the menu bar. If you wish to view or change your User Profile
please jclick here I
L

For any techmical questions, please contact the CDA Helpdesk at EGrAMS Support@stlouis-mo.gov. Please include your fuil
name and complete telephone number (with area code) when you contact the CDA Helpdesk..

Thank you!

v' To update / edit user profile information, click ‘click here’ link on Welcome
page

1

o ~Grris
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EGrAMS Editing your User Profile - 2

|Select Level 1 Menu |Select Level 2 Menu |Select Level 3 Menu

(*) - Required field Timeout : 60 mins

& Home| Logout

*Login Name: jdoe A
*Password *Confirm Password:
*First Name John *Last Name: Doe
*Display Name JDoe
"Address Line 1 123 Any St Louis St
Address Line 2
*Cily StLouis *State: MO (=] *Zip1: (62103 | Zip2
*Phone (314) 123-4321 Phone Extension
Eax Menu Style Dynamic v
"g-Mail Address john_doe@eligorg.com
*Designation /Tile: DDIR [=) Deputy Director *Role Code GRANTE [=] Grantee
*Parent Agency 31-1234321 L Any CDBG Eligible Organization
*County 510 E, Saint Louis City
Password Reset Yes ® No User Status v | A Show Security |
W
| v OK ) GCancei- .

Comment Line:

v' System displays your user profile information
v' Edit required information
v" Click on ‘OK’ to save information

% You cannot change Password, Role & Parent Agency

, :Grlﬁ
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EGrAMS Editing information in your Agency Profile

% Administration -> Agency Information

]Administratmn W |Agency Information b | ~ & Home| Logout
* Agency Information § s (*) - Required field Timeout : 60 mins Date : Jun-20-1
 Ageacy wiomaton | |

*Eederal ID. & Agency Name 31-1234321 Any CDBG Eligible Organization
DUNS Number 63103123 Vendor Reference

*Address Line 1 123 Any StLouis St Address Line 2

*City St Louis *State mo | «zip: (63103
Website
*Agency Type: co3  |[=] Nonprofit Agency Sub-Type =)

*Contadt Person: John Doe *Email- john_doe@eligorg.com
*Phone: (314) 1234321 BExt Fax
Maijling Address Same: IYes

*Code *County *Primary Contract Type Information (For Office use only)

J] | % 189 —) Saint Louis County A Confract Type ® A
V1 | % 1510 =) Saint Louis City v Conftract Applicability L

> = Contract Template =

* =) Amendment Applicability .

= — v iy W

Amendment Tempiate

[

M Find | | @ Cancel

Comment Line:

v' System displays the agency information screen
v Select ‘Change’ mode, Click on ‘Find’
v Edit the desired information
* You cannot change Federal Identification Number (FEIN)
v" Click on ‘OK’ to save your changed information

global services, inc. End-to-End e-Grants Solution
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EGrAMS Accessing EGrAMS

“ You may use the Forgot Password option, if
v" Your password has expired
v' The system warns you that your password will expire in ‘X’ number of days
v" You want to change your password but cannot remember your old password

e To change your EGrAMS password Y
A
« Home - EGrAMS Login, Click on T —
“Forgot Password” P
v The system will display the Forgot Password [V ox |
screen =—— = -
v’ After you enter your user name, the system \ (¥ Change Passwor |_«
will display

. : . Enter User Name and Password
® YOUI’ SeCUI’Ity queStlonS that yOU I’egIStel’ed Mote: Password s case sensitive

with your user profile
» Enter the answer to your security questions

* Enter your new password and retype new
password to confirm

* Click on ‘OK’ to reset and save your new

*Reset Password € m {*) - Required field Date : Jun-20-

password
v" If your user name or password are incorrect, u:»«n &
the system will display i
« An error information message vt o] S

* Acknowledge the message
* Try again OR call your System

- @ﬁdministrator to reset your password -

global services, inc. End-to-End e-Grants Solution
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EGrAMS Changing your Password

% You may change your password, if

v" Your password has expired

v" The system warns you that your password will expire in ‘5" number of days
v" Your choice, passwords cannot be changed again for a minimum of ‘3’ days

« To change your EGrAMS \
password logn |
« Home - EGrAMS Login, Click on 5::;::::
“Change Password” 7 oK |
v The system will display the change I_:-."Change Password J[7 Forgot Passward

password screen
* Enter your user name and old

Enter User Name and Password

Mote: Password i case sensiive

password
 Enter your new password and Y -~ e
retype new password to confirm
« Click on ‘OK’ to save your new .
password

v If your user name or password are
incorrect, the system will display S

« An error information message

Change Password

"New Password.  sesses
» Acknowledge the message O :
* Try again OR you may use the (Vox ] [@cee]
“Forgot Password’ option
il 71
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EGrAMS Application Entry Questions

Questions?

HIC” . -Gr/ s
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