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Introduction

OHS E-Grants system was developed for the NYS Office of Homeland Security (OHS) by
Network Systems Integration, Inc.

OHS E-Grants is a web-based system for OHS staff to interact with applicants and grantees. A
key feature is the ability of the system to implement a role-based security system that will control
access rights throughout the OHS E-Grants system.

This document is to be used as a reference guide to enable OHS E-Grants users to enter, view,
retrieve and query grant data from the electronic database. The following general statements are
pertinent:

All data used in the examples and screens throughout this guide are not actual grant
data. This has been done to comply with the confidentiality assigned to all the
information contained in grant documents.

The user’s guide has been written assuming that a user has 'Grantee' rights in accessing
the OHS E-Grants.

It is assumed that all OHS E-Grants users will access the program through their browser
(Netscape or Internet Explorer.)

Prospective applicants, awardees and grantees can log in to submit grant information for
processing by OHS. Applicants, awardees and grantees only have access to their
information and only records that match the rights of the user will be displayed.

OHS staff has access to projects and the appropriate modules with regard to their job
responsibilities.

Buttons, lists, check boxes, and other dialog box elements are displayed in italics.

In the instructions, a checkmark () indicates a step the user needs to take to
accomplish the outlined task.



Getting Started with OHS E-Grants

OHS E-Grants is designed as a web page and requires a browser to access the program. Either
Internet Explorer version 5.5 (or greater) or Netscape version 4.0 (or greater) is recommended.
To check your browser version:

Open your browser.

Click on Help.

Click the About option. The version number will be found there.

To access OHS E-Grants, you must have a username and Password. Please contact OHS at
grants@security.state.ny.us if you need to request a username and password.

When you first access OHS E-Grants, the Acceptance page will be displayed. This screen
prompts the user to acknowledge that a secured system is being accessed.

Click on the Accept button to access the OHS E-Grants login page.
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NEW YORK STATE OFFICE OF HOMELAND SECURITY

E-GRANTS SYSTEM

Please visit the E-Grants Information page for
downloadable User Manual and Tutorials
prior to using E-Grants for the first time.

Please Note: If you are experiencing difficulties submitting applications or filing
reports, call 1-866-837-9133 for assistance.

You are attempting to gain access to a secure system and are required to read
and acknowledge the notice below prior to login to the application. Read the
nhotice below.

Click on the Accept button at the bottom of the tab to acknowledge you have
read and understand the notice. After clicking the Accept button the login
screen will appear.

MNOTE: You must click on the Accept button to login to the E-Grants system.

Electronic Submission Notice

Pl & Internet
Figure 1: Acceptance screen of OHS E-Grants



Logging-In

To Log-in:

Enter your Login Name.

Enter your password.

Click on the Submit button to gain access to OHS E-Grants.
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‘Welcome to the New York State Office of Homeland Security.

Please enter your login information.

Togin Name: |
L

Changs Passward

‘New users, please to set up and validate a new account.

4B Internet

Figure 2: Login screen

Once you have logged in, the Welcome to OHS E-Grants Page will be displayed.

Click on Project to open the list of projects that match the access rights of the user or to

create a new Project.
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Welcome to OHS E-Grants

Click the Project link to begin a new application, or return to an existing application or contract.

¥ “. NEW YORK STATE OFFICE OF HOMELAND SECURITY
E-GRANTS SYSTEM

S @ Internet

Figure 3: Welcome screen



To access an existing project, click on the Project # you want to access. Only the projects
the user has access to will be visible on this screen.

Only 15 projects are shown on a page. Above the list of projects are navigation buttons
to access the different pages. In addition, the page number currently displayed is shown
as well as the total number of pages available.
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Click on a Project number to view information for that Project. (click on column heading to sort by that column); or add a new Project.
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Figure 4: Select a Project screen
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To create a new project click on the New button. A pick-list box will display for selecting
the appropriate Funding Program.
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Select a Funding Program to Create a New Project

Project .
N Funding Program (Select a Program Office) -

Award (ot Preg =y Qi
Progress
Site Review Hameland Security Assistance to Nanprofit Organizations
Financial ETPP
Property MMRS
Audit SHSP
Statewids Wireless Network
TGP
testing
UASIZO06
Buffelo UASI
New York UASI
State Homeland Security Program
WTEST

S & Local intraret:
Figure 5: Create New Project screen



Changing Passwords

The login page also allows authorized users to change their password:
Enter your Login Name.
Enter your Password.
Click on the Change Password button.
On the next screen enter your Login Name and Password.
Enter your new password, in the New Password box (Passwords must be at least 8
characters, and contain at least one symbol, such as *).
Re-enter the new password, in the Confirm New Password box.
Click Save Change.
The next time you log-in you must use the new password.

Logging-Out

Within any of the E-Grants pages, click the Logout button located towards the bottom of
the left frame. Exiting by clicking on the X button on the top right corner may introduce
undesired behavior.

OHS E-Grants Page Navigation

To provide consistency, all the pages throughout OHS E-Grants consist of a left frame, header
and content area .

Navigation through the pages is possible by clicking on the various types of “links” that have been
created on each screen or page. These links can be tabs, hyperlinks, buttons, or pick-lists and
when you click on them the system takes you to another page within OHS E-Grants.

OHS E-Grants Frames

OHS E-Grants pages were designed with two frames or parts. These frames are always
displayed below the browser toolbar. Based on user rights, some of the choices will not be seen
or will “grayed” out and not accessible to the user.

Left Frame

Words in yellow are links to other screens, words in white are headings. Below is a brief
description of the left frame choices:

Left Frame Choices
Choice Function

OHS E-Grants | Takes the user to the OHS E-Grants Welcome screen.

Project Takes the user to list of projects they have access to or
are able to create a new project.

Attachment Grantees can attach documentation with application
submission.

Progress Create, read or update progress reports submitted by the
grantee.

Site Review Grantees can read documentation of official site visits.

Financial Under Construction

Property Able to enter an equipment inventory

Help Takes the user to Help screen or Logout, respectively




Logout
Login ID
Version

Indicates the sign in ID of the current user.
Lists the open version of OHS E-Grants

After selecting a project the left frame has the following choices:

Left Frame Choices
Choice Function

Home Takes the user to the OHS E-Grants Welcome
screen

Open Takes the user back to the grid, showing all of the
projects.

Save Saves any changes which the user may have made.

Submit (Seen only by a grantee, when the project status is
New and at least one participant is entered.) Clicking
this button changes the status of the grant to
Application Received.

Attachment Lists the other modules for the selected project.

Award Clicking on one of these choices takes the user to

Progress the actual attachments, awards, progress, etc. of the

Site Review selected project.

Financial

Property

Audit

Application A printable summary of the application.

Deficiency A report of the areas where OHS has determined
that the application information submitted is not yet
adequate to generate a contract.

Contract Shows the current status of the application.

Award Used to generate the contract.

Header

When a project is selected this area displays the following information: Project #, Funding
Source, Participant and Project Status.

Content Area and Tabs

After opening a specific project, a series of tabs can be seen below the header. The data in the
content area corresponds to the tab currently selected. OHS E-Grants divides the modules into
tabs to help organize the information. To access a particular tab, simply click on that tab.
Remember to save before moving onto another tab or your information will be lost.

Pick-List

Several fields in the system require the user to place a value in the field by selecting it from a
predefined list of choices. Click on the arrow to the right side of the box to scroll through your
choices and then select the name by clicking on it. If the list of values is long, hit a letter or
number to quickly skip through the records.



Going Back to a previous Page

It is not recommended to use the Internet Explorer or Netscape Back button to go to previous
pages of the OHS E-Grants web application. Doing so may cause undesired behavior. Instead,
use the navigation buttons provided within OHS E-Grants.

Time-out
There is a time-out feature that will log a user out if no activity is detected. To prevent being
logged-out, we recommend that you log out if you are going to leave your desk or are not

planning to use OHS E-Grants for more than thirty minutes.

Applicants can work on a project at leisure. OHS E-Grants will save the data and allow the
applicant to return to the application to continue working.



Project Module

This is where the prospective grantee will enter and submit information for their grant application
or current grantees can view, enter or print project information.

Project Module Tabs

Tab Information
General Has the title, dates of the project, county
and description of the project.
Participant Lists the organizations that will be

taking part in the project. Contact
information for individuals within the
organization is located under this tab.
Work Plan Contains the goals, objectives,
Investment Justifications, Target
Capabilities, task and performance
measures to complete the project.

Budget Has the financial information for this
project.
Funding Spending Subcategories and
Allocation Disciplines for each budgeted item.
Questions (if Contains questions generated when
applicable) certain funding sources have been
selected.
Acceptance For certifying the Certified Assurances.
General Tab

Notice that the Project Header shows that the Project Status shows the project as being New.

Enter the Project data into the various data fields on the General tab.

o Mandatory fields are: Project Title, County, Summary of Description of Project,
and National Priority. These fields must be entered for the application to
be submitted.

When done, click on the Save button at the bottom of the page or the Save option on the

left frame.
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Figure 1: General Tab for the Project Module

Submission Date nat submitted

Project End Date (e e Grant Funds $10.000.00 100 00%

Participants Tab

Enter the participant information by clicking the Participants tab.

Selecting Participants
Click the Add Participant button to search for an existing participant.

o Enter the name you wish to search for; click OK and a list of matching names will
appear, if any. Click on the name of the participant you wish to add, select the
type (Grantee, Implementing Agency or Other) and it will be added to the project.

However, if the participant is not in the data base you may add them by clicking on the
New button.

0 Required fields are: Participant Name, Address, City, State and Zip and EIN #.

Mandatory data must be entered before the record can be saved.

Selecting Contacts
If more than one participant has been selected, use the pick-list box under “Contacts for
Participants” to select the correct participant, then click Add Contact button.

o Enter the name you wish to search for; click OK and a list of matching names will
appear, if any. Click on the name of the contact you wish to add, select the type
(Primary, Fiscal, Signatory, Agency Head, Secondary or Alternate) and it will be
added to the project.

If the contact is not in the data base you may add them by clicking on the New Contact
button.

o0 Required fields are: First Name, Last Name, Address, City, State and Zip, Email
and Phone. Mandatory data must be entered before the record can be saved.

o A minimum of one Primary, Fiscal and Signatory contact is needed for the
Project.

Note: To add a Contact as a Signatory they must be a registered user of OHS E-Grants.
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. [T B SHO7-1003-E00 f SHSP Project Status: [N511
Project Participant:

Home General Participants Work Plan Budget Funding Allocation Questions Acceptance
(o LTI Click "Add Participant™ to begin a search of existing Grantees and Implementing Agencies, or click on the Participant Name to view the

details for that Participant. If the contact i has changed for grantee, implementing agency or contact, please do not attempt to re-
I e iter the information. E-mail OHS with your corrections. When you have finished adding Participants, please go to the Workplan tab.
|#___|ParticipantName ____________________[ParicipantType __________________ [Remove _____|
Goto 1 test county Grantee X
Attachment
Progress Add Pariicipant Total Records: 1
Site Review
Financial W - . " _— "
‘A Participant is a Grantee or an lmplementing Agency. If the same organization or unit of government serves as both grantee and
Property

implementing agency, please enter your organization once only as the grantee. If a consortium, you may add multiple implementing
agencies.

Appl n

[ERTN Conracts for Participant
o (One Implementing Agency must include Primary, Fiscal and Signatory contact infrmation. Yau do nat need to enter all ontact types for all

Participants)

LoginiD: 4T ontact Name |
Contact Name Contact Type [Phone _____[Email __[Remove ____|
antee

I dd Contadt i st courty
& S @ Internet

Figure 2: Participant Tab for the Project Module

Total Records: 0

v

Work Plan Tab

Click on the Work Plan tab.
Enter the Project Goal in the appropriate box.
When done, click on Save.

To add an objective, click on the Create New Objective button. You may have numerous
objectives.
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Q- © HNRAG L% e e a8 W -

) [FEa4 B SHO7-1003-E00 )] SHSP] Project Status: [JEM
Project Participant:

Home General Participants Budget Funding Allecation Questions | Acceptance
Open

VTR Please enter a Project Goal and Save. Then move on to add Objectives and Tasks.

Project Goal

B

Submit

Respond to terrorism

Go to
Attachment
Progress

Site Review |2 Check Speling

Financial

GEELELAN Use this summary to track your progress through the Workplan. Once you have created an Objective, please add the Tasks and Performance
Measures associated with that Objective before moving on to create new Objectives. Once you have finished your Workplan, please go to the
Reports  [ITSEES
Application

Help Click on the Objective or Task Name to view the details or Create New Dbjedtive
gou

ogin |
grantee

&) Dore S 4 Internet

Figure 3: Work Plan Tab (Project Goal)
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A new screen will be generated with several pick-list boxes.

Click on G&T Work Plan Codes pick-list and select the Work Plan Code for your first
objective.

Click on Investment Justification pick list and select the Investment Justification that
corresponds with the G&T Work Plan Code and Objective.

Enter a description of the Objective

Click on Save when completed.

Q-0 HNRG LKk 2B a3 oy -
i Project #: [ SHSP| Project Status: [\
Project Participant:
Home General Participants Budget Funding Allocation Questions Acceptance
Open
Save Objective (Please enter an Objective and Save.)

G & T Work Plan Codes (One per each Objective)
Submit | v

I>

Goto Investment Justification
Attachment | ~
Progress
Site Review IS
Financial
Property

Check Spelling

S @ rtemet

Figure 4: Work Plan Tab (G&T Code/lJ)

Click on Add Primary Target Capability pick-list and select the Primary Target Capability
for this Objective. You may also select four Secondary Target Capabilities.

Click on Add Task to this Objective.

0 O HNRG P02 %@ UEsR Ry -2
i Project #: Project Status: [
Project Participant:
ame General Participants Work Plan
Open
EEVCIN Obje ciive (Please enter an Objective and Save.)

B G 5 T Work Plan Codes (One per each Objective)
CULLUS |14 Develop/enhance interopstable communications systern ~

Budget Funding Allocation Ouestions Acceptance

LRI (nvestment Justification
LuCEULEL (07, nteroperable Communications ~]
Progress
Site Review WIS
[FUEUECINE This is a test.

Check Spelling

Target Capability (Max 1 Primary and 4 Secondary)
Target Capably Code

Select a Target Capability to add to this Objective.
[1Ptanning

Add Task to this Objective i

v [_AddPrimay Terget Capsbity |

B B Intemet

Figure 5: Work Plan Tab (Target Capabilities)
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Describe the task in the first text box.

Click on Add Performance Measure to this Task

Describe the Performance Measure

Each objective must have a G&T Work Plan, Investment Justification, Target Capability,
Task and Performance Measure.

You may have several objectives and each objective may have several tasks and/or
performance measures.

Figure 6: Completed Work Plan Tab

Budget Tab

Click on the Budget tab, to enter budget information. You must have at least one
participant and a completed work plan before you ca n enter budget data. You may
add separate budgets for each participant.

0 The first time you enter a budget it will automatically be assigned the number “1.”
Click on the Create new Budget Version for participant's name to add the budget data for
that participant.

0 The next screen displays the fields for the budget information.

Choose the category of the first budget item you are entering. (There are nine budget
categories: Personnel, Fringe Benefits, Consultant Services, Equipment, Supplies,
Travel and Subsistence, Rental of Facilities, Alterations and Renovations, and All Other
Expenses.)

o For each category, the mandatory fields are: Description, Number, Unit Cost,

and Justification.

o Mandatory data must be entered before the record can be saved.

o If entering Equipment, an AEL Number is also mandatory. (There is a link to the
Responder Knowledge Base (RKB) if you need to
look up the number)

When finished with entering the budget item, click on Save.

13



Figure 7: Budget Tab

The screen will refresh and Add Funding Allocation for This Budget item button will
appear.

Figure 8: Budget Tab with Funding Allocation
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Funding Allocation Tab

Click on Add Funding Allocation for This Budget item.
o Screen will advance to Funding Allocation Tab
0 You must have entered a budget item before you can enter funding
allocation data.

G&T Work Plan Code

Click on the pick-list box to choose a G&T Work Plan Code that best describes that
budget item. (Only the G&T Work Plan Codes that you selected on the Work Plan Tab
will appear)

Figure 9: Funding Allocation Tab

Spending Subcategory

You must select a Spending Subcategory/Solution Area that describes the budget item. Only
the Subcategory/Solution Area that match the Funding Program (i.e., SHSP, LETPP, BZPP,
etc.) will be listed.

Click on the Solution Area Heading (Planning, Organization, Equipment, Training,

Exercise, M & A) that appears in red or blue.

The screen will refresh and then click on the pick list to select the subcategory.

After selecting the subcategory, enter the dollar amount being allocated to that

subcategory.

0 You may select multiple Solution Areas/Subcategorie s per budget item, but
only one G&T Work Plan Code per budget item.

15
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o

The total dollar amount of the subcategory MUST equ  al the budget item.
(Example below shows selecting two subcategories to taling $4.00 — budgeted
item was $5.00. Notice there is still a field  Enter a value of $1.00 or less .)

<

Figure 10: Funding Allocation Tab

Example below shows selecting subcategories that ma tch the budgeted item.
Notice there is no longer a field Enter a value of $ or less .

Figure 11: Funding Allocation Tab/Solution Area
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Spending Discipline

You now enter the Spending Discipline for each Solution Area (Planning, Organization,
Equipment, Training, Exercise, M & A) that you choose previously.

Select the Solution Area Heading (Planning, Organization, Equipment, Training,
Exercise, M & A) that appears in red or blue. The screen will refresh and then click the
pick list to select the Discipline.

Enter the dollar amount being allocated to that Discipline.

(0]

You must select the same Solution Areas you choose when allocating money
to the Subcategory. And the dollar amounts must ma  tch. In regards to the
above example, you must choose an Exercise Discipli ne for $1.00; Equipment
Discipline for $3.00 and Training Discipline for $1  .00. You may choose more
than one Discipline per Solution Area (i.e. Under E  quipment Discipline you may
choose Equipment-Emergency Management for $1.00 and Equipment-Law
Enforcement for $2.00 which totals the $3.00 which ~ was the amount that was
allocated in the Subcategory)

Figure 12: Funding Allocation Tab/Spending Discipline

Click Finished with this Item when Funding Allocation is completed. You will get an error
message until the three fields (Budget, Spending Subcategory and Spending Discipline)
equal.

You will be brought back to the Budget Tab to enter another budget item. Repeat the
above steps for each budgeted item.

17



Questions Tab — If applicable

When a funding program is selected (in the initial step for creating a project) several questions
may be generated if required by that program. These questions will be displayed under this tab
for the applicant to answer.

Click on the Questions tab.

Click on the question link and enter the answer in the answer text box.
When done, click on Save.

Acceptance Tab

Click on the Acceptance tab.

0 Assurance #1 must be certified before the application can be submitted.

Click on the Assurance.

When finished reading and accepting the Assurance, click on the Certify button. The
screen will refresh and your name will appear with today’s date.

Note: The Appendices will not be certified at this time as the project is still an application.
Accepting the Appendices is done by the Signatory when the project goes to contract.

Submitting a Grant

To submit a grant, follow the steps below:

Log in to the OHS E-Grants.

Click on the Project option from the OHS E-Grants main menu.

Select the project.

Check that the application is filled out completely.

In the Attachments module, add any attachments that are relevant to the project.

In the left frame under Save click on the word Submit. If any required fields have been
left blank, OHS E-Grants will generate a printable Required Fields Report to guide you in
finishing the application.

A pop-up window will appear letting you know that the application was successfully
submitted and the status will change from “New” to “Application Received”.

OHS will be notified of a new application and all the fields will be locked to the grantee.

What to Expect After Submission

Following notification that a grant application has been submitted, OHS staff will review the
application for completeness and, in the case of competitive grants, eligibility for funding. OHS
will notify the grantee to edit and resubmit the application, if necessary , and areas requiring
additional or altered information (noted by a red-colored 'Deficiency’ flag on the page or module)
will be reopened to the grantee for editing. The grantee may view the status of their application
or grant contract by simply logging into OHS E-Grants.

18



Attachment Module

The Attachment module contains any documentation that the grantee wishes to include with their
submission.

Prospective and continuing grantees can include electronic submissions of any project
documentation associated with their project.

The OHS staff can view any documentation submitted by grantees that would be associated with
a project.

Accessing the Attachment Grid

To access the OHS E-Grants Attachment module:
Log in to the OHS E-Grants.
Click on Project
Attachment link on the left frame of the E-Grants Welcome page. The Attachment grid
will then display on the right frame of the screen

To Add Attachments

From the list of Attachments screen, click on the New button. The current date will be
entered by E-Grants as the Entered Date.
A text box is to the right of "Select the file to be uploaded".
o Either click on the Browse button to the right of that box and select the
appropriate file,
o Or type in the path and name of the file you wish to attach.
Click on Upload.
The file will be uploaded and a message will appear to that effect. You may upload more files or
click on Go Back to List to return to the list of attachments associated with that project.

Accessing Specific Attachments

To access an Attachment data for a specific Project,
Log in to the E-Grants.
Click on the Attachment link.
Click on the Project # (displayed in blue). A list of the Attachments for that project will
then display in the right frame of the screen. If no Attachments are displayed then, that
project does not have any attachments.

The data in the Attachment List grid are presented in tabular format showing three
columns of information. These columns are: #, Entered, and Attachment Name.

Click on the Attachment Name (displayed in blue). The attachment will load into a
separate browser frame.

To return to the list of attachments, click on the X in the upper right hand corner of the
Attachment’s text.
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Progress Report Module

The Progress module of the OHS E-Grants contains progress reports created and submitted by
the grantee during the length of the project. Grantees can create, read, update and submit
information however, after a progress report has been submitted, the grantee has only read rights
to that progress report.

To access the OHS E-Grants Progress module:
Log in to the OHS E-Grants.
Click on the Project link on the left frame of the Welcome page.
Select the specific project # from those listed.
Click on the Progress link on the left frame. A list of Progress Reports that have been
submitted will be displayed.

Figure 1: Initial Screen of the Progress Report Module

Click on New to create a new progress report or to open an existing report, click on
the corresponding number.

Progress Reports Module
Column Title Definition
# Sequential number for the Progress reports
Report Period The time period the report covers.
Year The year of the report.
Status Whether the progress report has been submitted or not
submitted.
Submitted Date that the Progress Report is submitted.
Spent The amount of OHS funds that have been spent.

20



The data in the Progress Report module’s sections (tabs) are:

Project Report Module’s Tabs

Tab

Information

General

Reporting Period, Reporting Year, Submission Date,
Progress Report Status, Final Report Indicator, SAR
Received Date, Total Amount Spent, Person Submitting
Report, and Remarks

Workplan Outcomes The Project Goal, Objectives and Tasks are listed.

Fill in the following fields: Reporting Period, Reporting Year, Total Amount Spent, Person
Submitting Report, Remarks and if Final Report, check the Final Report Box.

Click on the Save button at the bottom of the screen when all the information has been

added. (Or click on Save on the left side of the screen.)

Figure 2: General Screen of the Progress Report Module

Click on the Workplan Outcomes Tab. The Project Goal is at the top of the page followed

by the Objectives and their associated Tasks and Performance Measures. (This

information is what you entered at application phase).
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Figure 3: Workplan Outcomes in the Progress Report Module

Click on the Performance Measure. The screen will refresh and record for the current
guarter the Outcomes, Unanticipated Outcomes and the dollar figures for Current
Quarter, Prior Quarter and Year to Date, if applicable (the value for year-to-date will not
be pre-populated by OHS E-Grants).

Note: You must address each performance measure.

Figure 4: Specific Workplan Outcome in the Progress Report Module
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Click on the Save button at the bottom of the screen when all the information has been
added. (Or click on Save on the left side of the screen.)
When the information is complete, click on the Submit button in the left side frame of the
screen.

o0 Once the Progress Report is submitted, no changes can be made.
Click the OK button on the dialog box to confirm that this progress report is to be
submitted.

Remember, only an unsubmitted _ progress report can be edited
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Site Review Report Module

The Site Review module of the OHS E-Grants contains the documentation of official site visits
made by OHS personnel. A grantee can only read items in this module.

Accessing the Site Review Grid

To access the OHS E-Grants Site Review module:
Log in to the OHS E-Grants.
Click on Project on the left frame of the Welcome page.

Click on the specific Project # (displayed in blue) from those listed to open that project.

Click on Site Review in the left frame

0 The data in the Site Review Report screen is presented in columns of

information:
Site Review Column Definitions
Column Title Definition

# Sequential number for Site Review reports

Visit Date The date the visit took place.

Visit Type The type of visit report — site, telephone, desk audit, or
blank.

Meeting Location The place the meeting was held.

Figure 1: Site Review Screen
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Figure 2: Site Visit Screen
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Financial Report Module

Financial Report Module is currently under construction.
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Property Report Module

The Property Report module contains reports of any purchased property or equipment associated
with the grant funds (equipment is defined as durable [non-consumable] goods with a value of
$5,000 or more).

Grantees can view, enter, submit and print an Equipment Inventory Report pertaining to grant
funded property purchases associated with their project during the life of the grant. The OHS staff
can view a grantee’s property report.

Accessing the Property Reports Grid

To access the OHS E-Grants Property Reports module:
Log in to the OHS E-Grants.
Click on Project in the left frame of the Welcome Screen.
Click on the specific Project # (displayed in blue) from those listed.
Click on Property in the left frame of the Welcome Screen.
A list of the Property Reports for that project will then display in the right frame of the
screen. If no Property Reports are displayed, that project does not have any Property
reports recorded.

o0 The data in the Property Report Screen is presented in columns of information:

Property Reports Initial Screen
Column Title Definition

# Sequential number for the Property reports

Serial # The serial number of the piece of property, if applicable.

Property Description A description of the property.

Participant Party that provided the funds for purchase of this piece of
property.

Status Whether the property is in active use, or has been
disposed of.

Cost The original cost of the property.

Delete Allows user with the appropriate rights to delete the row.

To access a specific Property Report Record, click on the # or the Serial # (displayed in
blue). That Property Report will then display in the right frame of the screen.
0 The top part of the screen has text boxes for the property's/equipment's
description, location, condition, etc.
o The middle section has text boxes for the participant that provided the funds for
purchase and text boxes for the serial, model and other ID numbers.
o0 The bottom section has the information for property disposal and comments.

Creating a New Property Report in OHS E-Grants

Click on New Property button at the bottom of the screen.

The Property Description screen will be displayed. Fill in the appropriate information.
Click on the Save button at the bottom of the screen when all the information has been
added. (Or click on Save on the left side of the screen.)

Repeat this process for each piece of property to be added.
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Printing an Equipment Inventory Report for Mailing to OHS

On the property Summary screen, click the PRINT button to the right of "New Property

Notice: Because original signatures are required fo r Equipment Inventory Reports, you

must print and mail your report to OHS. User tip: Reports do not need to be printed
and mailed for each piece of equipment purchased. |  tis suggested that reports be
submitted quarterly or when all equipment purchases have been made, whichever
comes first.
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Reports

OHS E-Grants provides a series of pre-constructed reports for grantee and OHS use (note
that these reports open a new browser window).

Deficiency - A report displaying all fields in the application, with notations for those that
have been flagged as 'deficient' by OHS staff.

Required Fields - Those fields required for successful submission of an application into
OHS E-Grants that are blank or incomplete; if the program finds incompletions, this report
is automatically generated when the 'Submit' button is clicked.

Application - A hard-copy version of the grant application that may be printed for filing.

Contract — Shows the current status of the contract.

Award - The grant contract which may be printed for reference or review.
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Glossary

Attachment Module

The OHS E-Grant provides the ability for the
grantee to upload any documentation that the
grantee wishes to include with their
submission.

Award

The allocation of State or federal grant funds to
a particular grantee

Budget

Fiscal information the grantee submits as a
spending plan for the proposed project; later,
the agreed-upon spending plan for the project
as incorporated into the contract.

Budget Version

OHS E-Grants allows the grantee to enter
multiple budgets for a project. For example, a
collaborative project undertaken by a
consortium of agencies might make it
necessary for a grantee to enter the budget for
each agency (participant) separately. Each
budget is a separate version.

Contacts

Those individuals associated with a grant-
funded project who have specific duties; those
individuals with who OHS staff would need to
interact during the course of a grant contract
(see Primary, Fiscal, Signatory, Alternate).

Contract

A binding agreement between NYS and a
grantee for the sub-award of State or Federal
grant funds

Contract number

A OHS-assigned number that identifies a grant
contract.

Deficiency/Deficient

An area in an application or progress report
that OHS staff have determined is incomplete
or requires revision before an application can
be approved, a contract written, or a progress
report accepted.

Financial Module — Under Construction

The OHS E-Grants area that captures a record
of the Fiscal Cost Reports submitted by the
grantee throughout the life cycle of the award.

Fiscal Contact

Individual primarily responsible for the Fiscal
record keeping and reporting associated with a
grant-funded project.

Funding program

A particular source of State or Federal Funding

Grantee

A municipality, unit of government or not-for-
profit organization that has received State or
Federal funding through OHS

Implementing Agency

The agency (ies) or entity (ies) that will carry
out the tasks outlined in the award contract
Appendix D - Project Work Plan

OHS

Office of Homeland Security

OHS E-Grants

An electronic Web-based application that
allows a user to enter, view and maintain data
stored in an Oracle Database.

OHS number

A OHS-assigned number that identifies a grant
award; includes the Funding Program, Funding
Year, and contract number.
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Outcomes

The end-result of activities undertaken to
accomplish the objectives and tasks (e.g.,
number of clients served, a narrative
description of a task in progress, a narrative
explanation of a delay in completing a task).

Participant

An agency involved in conducting the business
of a grant-funded Project; Grantee and/or
Implementing Agency.

Performance measure

The yardstick by which a grantee will measure
its performance in accomplishing project
objectives and tasks.

Primary Contact

Individual who has principal responsibility for
the operation of a grant-funded project.

Program Representative

The OHS staff person with primary
responsibility for a particular grant contract

Progress Report Module

The OHS E-Grants area that captures progress
report information submitted by the grantee
during the length of the project.

Project

A specific activity to be supported by State or
Federal grant funds.

Project Module

The OHS E-Grants area that captures the
information that is provided by an applicant
when requesting funds as part of a grant
application.

Project number

A OHS E-Grants System-assigned number that
identifies a Project; includes Funding Program
and calendar year.

Property Module

The OHS E-Grants area that captures data on
property or equipment purchased with grant
funds (equipment is defined as durable [non-
consumable] goods with a value of $100 or
more). Inventory.

Questions

Program-Specific Questions; under most
funding programs, OHS requires information on
specific issues in order to consider an
application for funding; the Questions area is
designed to solicit that information.

Save

In OHS E-Grants, a function that allows you to
secure data you have already entered. Does
not transmit data to OHS.

Signatory Contact

Individual with signing authority for a grantee
agency; signs a grant contract on behalf of the
grantee agency or entity.

Site Review Module

The OHS E-Grants area that documents official
site visits made by OHS personnel.

Submit

In OHS E-Grants, the function that transmits
entered data to OHS. Following a submit, edits
by the grantee are no longer possible.

Tab

In OHS E-Grants, a series of hyperlinked
graphics across the top of a screen, analogous
to the tabs in a 3-ring binder; enables easy
navigation.

Work Plan

The Goals, Tasks and Objectives that make up
a grant-funded project; those activities the
Grantee agrees to complete in the contract.
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