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1. INTRODUCTION

ISSI’s Grants Management System (GMS) is a comprehensive and sophisticated solution
designed to streamline and optimize the entire grant lifecycle. This powerful system is
meticulously crafted to cater to the diverse and intricate tasks involved in managing grants,
ensuring efficiency, transparency, and compliance at every stage.

From grant application submission to award disbursement and post-award reporting, our GMS
offers a seamless and intuitive interface that simplifies these complex processes. Applicants can
easily submit their grant applications, and our system facilitates a rigorous yet efficient evaluation
and selection process. With features for tracking expenses, monitoring progress, and generating
detailed reports, it ensures rigorous financial and programmatic accountability.

In this user manual, we will look at how a grant-issuing agency can utilize the Grants Management
System (GMS) to manage and track their entire grants process.

2. GMS PUBLIC PAGE

The Public Page is the default landing page when a user enters the GMS site URL in a web
browser.

The first section of the public page displays a general overview of the GMS along with a diagram
describing the process flow of grants lifecycle at a high-level, as shown in the screenshot below.



Grants Management System International Software Systems Inc.GMS Agency User Manual ISSI-PGC-GMS-AGENCY-UM|v.1.5|07/09/2025

P a g e 5 | 89

Links in the header menu:

 Home: Redirects user to the GMS public page. Programs: Redirects user to the Programs grid in the public page. How to Apply: Redirects user to the login links of the GMS portal. FAQs: Redirects user to the FAQs page. Help: Opens the User Manual in a new tab of the web browser. Contact Us: Redirects user to the Contact Us page.

The second section of the public page (visible when a user scrolls down the page) displays the
links to login into the portal for grant-seekers (Non-Profit Organizations) as well as the grant-
issuing agency.

Clicking on the Programs link from the main menu (in the header) shall direct the user to
Programs page as shown below.

 The grid displays the Program Name, Start Date, and End Date of the programs. Users can click on the pagination at the bottom of the grid to go to the next pages in the
grid and view the complete list of the programs.



Grants Management System International Software Systems Inc.GMS Agency User Manual ISSI-PGC-GMS-AGENCY-UM|v.1.5|07/09/2025

P a g e 6 | 89

 Click on theMore Details link (highlighted in the above screenshot) to view more details
regarding the program. Clicking on this link shall display the program details and the
underlying grants as shown below.

 Click on theMore Details link (highlighted in the above screenshot) in the Grants grid to
display details of that grant. Click on the Back button to go back to the public page.
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3. LOGIN PAGE

The grant issuing agency staff members can login to the GMS portal by clicking on the Staff Login
button from the GMS public page. Clicking on this button shall redirect the agency users to the
below page.

 Enter the Username and the Password in the fields provided. Select the appropriate role with which the user wants to login from the Role dropdown.
This feature is particularly useful for staff members that have more than one role in the
agency. For example, a staff member can be bothGrant Reviewer andGrant Administrator.
The user can select the role with which they want to login to the GMS portal by selecting
that role from the dropdown on the login page. Click on the Register button if you are a first-time user and want to create a user account
in the GMS portal. Click on the Forgot Password link to reset the password for a user account if the password
for that account has been forgotten.

3.1 New Account Registration

Clicking on the Register button from the login page shall redirect the user to the page shown
below. Here, users can enter their details and submit a request for a new user account. After
submission, the request shall be reviewed by the System Administrator and approved accordingly.
After approval, the agency user shall be able to login into the GMS portal with their credentials.
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 Enter the Username and the Password in the fields provided. Please use the guidelines
(highlighted in the above screenshot) when creating the password for the user account. Enter the details of the new user account in the fields provided. Click on the Submit button to submit the request for a new user account. Click on the Reset Form button to reset the data entered in the fields provided. Click on the Cancel button to cancel the process and return to the previous screen.

3.2 Forgot Password

Clicking on the Forgot Password link from the login page shall open a pop-up window as shown
below.

Note The fields marked with red asterisk are mandatory. This setting
is valid across the GMS portal.
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 Enter the Username and the registered Email address in the fields provided and click on
the Submit button. This will generate an email to the registered email address with instructions on setting up
a new password for the user account. Click on the Cancel button to cancel the process and return to the previous screen.

4. DASHBOARDMODULE

The Dashboard module is the default landing page when a user logs into the GMS portal. The
module provides a brief overview of the Programs, Grants, Submitted Applications, Applications
Under Review, Approved Applications, Declined Applications, Awards, Registered Organizations,
Active Organizations in the form of tiles.

 In the top right corner of the main header, users can see the User Profile icon, which is
further discussed in Section 4.1.

Note The information displayed on the Dashboard page can be
configured for each user role based on the level of access the
user role shall have in the GMS portal.
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 The modules header (below the main header) in the Dashboard page displays the various
modules and sub-modules available in the GMS portal.

 The tiles on the Dashboard page provide numbers/statistics for the various parameters, as
shown in the screenshot below. To know more details regarding a parameter, users can
click on the number in a tile to go to that section in the GMS portal.

For example, users can click on the number displayed in the Programs tile (highlighted in
the below screenshot) to go to the Programs module in the GMS portal, where they can
find more details about the available programs.

 The Search Criteria provided at the top of the Dashboard page allows users to select
options in the dropdowns provided, as well as specify date range, and accordingly filter the
information displayed on the Dashboard page.

Note Depending upon the access level provided to each user role in
the GMS portal, each user shall be able to see only those
modules/sub-modules in the GMS portal that they have been
given access to.
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Note: Depending on the user role logged in, the information in the Dashboard module shall be
either presented in Tiles format (as shown in the above screenshot) or in a grid format.

4.1 User Profile Section

Clicking on the User Profile icon from the main header shall open a fly-out window as shown
below.
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Let’s discuss the various options provided in the user profile fly-out window (as seen in the
above screenshot):

 Click on the View User link to go to the user profile page (as shown in the screenshot
below) where users can view their account details. The Roles dropdown displays the user role with which the user is currently logged into
the GMS portal. If a user has multiple roles in the GMS portal, the Roles dropdown shall
list all the user roles that are assigned to the user. The user can switch between the roles
in the portal by selecting a different role from the dropdown, which will cause the page to
refresh and load the portal according to the role selected. Depending on the user role
selected, the access of the user in the GMS portal might vary. Click on the Settings link/icon to go the Site Setting page under the Administration
module. Only Admin user role shall see the Settings option in the fly-out window. Click on the Help link/icon to open the user manual in a new tab in the web browser.
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 Click on the Change Password link/icon to change the password of the user account.
Clicking on this link shall redirect the user to the page shown below.

Note: Please ensure to follow the password guidelines (provided at the top of the page as seen in
the screenshot below) when setting up new password.
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 Click on the Logout link/icon to log out of the GMS portal.

5. COMMON GRID FUNCTIONALITIES

The table below provides a list of Features that are common in all grids across the GMS portal.

Feature/Icon Functionality
Common Features in Grids

The Select All check box is used to select/un-select
all the records of a particular page in the grid.

The Pagination provided at the bottom left of a grid
allows the user to navigate to a particular page in the
grid.
The Page Size dropdown provided at the bottom of a
grid allows a user to select the number of records to
view per grid page.
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The Delete button provided at the bottom of a grid
allows a user to delete multiple records from a grid.
A user can select the check box next to one or more
records in the grid and click on Delete button to
delete them.
The Export button allows a user to export row
details of selected records from the grid. A user can
choose the format, from the dropdown, in which the
records need to be exported.
Click on the Arrow Heads (provided next to each
column name) or the Column Name itself in a grid,
to sort the records of that column in ascending or
descending order respectively.
The Search bar below each column name in the grid
allows a user to filter the values of the column based
on the value entered in the search bar.

Icons Under Actions Column in Grids
The View icon is used to view details of a particular
record from the grid.
The Edit icon is used to edit details of a particular
record from the grid.
The Print icon is used to print details/summary of a
record.
The Delete icon is used to delete a record from the
grid.
The Activate/Deactivate toggle icon is used to
activate or deactivate a record in the grid.
The Download icon is used to download a
document/file to the local system.

Note  The access to icons under Actions column or to other
functionalities in each Module page shall depend on the
access provided to a user role, which can be configured
by the Administrator. The fields on the Add/Edit pages marked with red asterisk
are mandatory.
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6. PROGRAMSMODULE

The Programs module displays a list of available programs under various departments in a grid
format. The screen shown below is displayed when a user clicks on this module from the main
header.

 Select the appropriate radio button at the top of the grid (Active, Inactive, All) to show
only those records in the grid. Click on the Add New Program link (provided on the top right corner of the Programs
grid) to add a new program in the system or click on the Edit icon for an existing
program record in the grid to edit its details.

6.1 Add/Edit Program

Clicking on the Add New Program link shall redirect the user to the screen shown below. When
creating a new program, only theGrant Program Information Details tab is displayed in the left
menu initially, as shown in the screenshot below. The rest of the tabs on the left menu can be seen
when editing a program.
After the user fills out the details in the first tab and clicks on the Submit button, he/she is
redirected to the Programs grid page, where they can click on the Edit icon for the newly created
program and fill the details in the rest of the tabs in the left menu.

Add New Program – Grant Program Details tab:



Grants Management System International Software Systems Inc.GMS Agency User Manual ISSI-PGC-GMS-AGENCY-UM|v.1.5|07/09/2025

P a g e 17 | 89

 Select/enter the basic details of the new grant program in the fields provided in the Grant
Program Information Details tab. Click on the Submit button to add a new program to the system, after which the user is
redirected to the Programs grid page. Click on the Cancel button to cancel the process and
return to the previous screen. To continue adding more/additional details to the newly created program, users can click
on the Edit icon for the newly created program in the grid. In the Grant Program Details tab, there are two additional sub-tabs displayed now. The Required Tabs to Show in Application sub-tab (as seen in the screenshot below)
allows users to configure the tabs to show in the grant application for that program by
selecting one or more appropriate options from the dropdown.
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 The Supporting Documents sub-tab (as seen in the screenshot below) allows users to
select all the documents from a complete list of documents that shall be applicable to the
grant applications under that program.
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Documents tab:
 The Documents tab displays a list of documents associated with the program. Users can

add a new document, view, edit, download, or delete an existing document associated with
a program.

 Users can click on the Add New Document link to add a new document for the program.
Clicking on this link shall open a pop-up window as shown below.

 Enter/select the details of the new document in the fields provided. Select the document to
be uploaded from the local system. Click on the Submit button to complete uploading a new document for the program, after
which the new document can then be seen in the grid. Click on the Cancel button to cancel
the process and return to the previous screen.

Sub Programs tab:
 The Sub Programs tab displays a list of sub-programs available under the program. It

allows users to add a new sub-program, edit, or delete an existing sub-program from the
grid.
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 Click on the Add Sub-Program link to add a new sub-program for the program. Clicking
on this link shall open a pop-up window as shown below.

 Select/enter the details of the sub-program in the fields provided. Click on the Submit button to complete adding the new sub-program, after which the new
sub-program is displayed in the grid. Click on the Cancel button to cancel the process and
return to the previous screen.

Grants tab:
 The Grants tab displays a list of grants available under the program. It allows users to add

a new grant or view details of an existing grant in the grid.
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 Clicking on the Add New Grant For Program link shall redirect users to the new grant
page under the Grants module. This shall be further discussed in the Grants module
section of this document.

Program Funding tab:
 The Funding Sources tab displays a list of funding sources linked to the program. It allows

users to link a new funding source to the program, view, edit, or delete an existing funding
source from the grid.

 Click on the Add New Program Funding Source to link a new funding source with the
program. Clicking on this link shall open a pop-up window as shown below.

 Select/enter the details of the new funding source to be linked in the fields provided.
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 Click on the Submit button to complete linking a new funding source to the program, after
which the new funding source can be seen in the grid. Click on the Cancel button to cancel
the process and return to the previous screen.

Application Questions tab:
 The Application Questions tab displays a list of application questions associated with the

program and the grants under it. It allows users to add new application questions, view or
edit existing application questions in the grid.

 Click on theAdd Application Questions link to add a new application question for a grant
under the program. Clicking on this link shall open a pop-up window as shown below.
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 Select/enter the details of the new application question in the fields provided. Click on the Submit button to complete adding a new application question for a grant
under the program, after which the application question can be seen in the grid. Click on
the Cancel button to cancel the process and return to the previous screen.

7. GRANTS MANAGEMENT – GRANTS MODULE

The Grants module displays a list of available grants under various programs/sub-programs in a
grid format. The screen shown below is displayed when a user clicks on this module from the main
menu.

 Select the appropriate radio button at the top of the grid (Active, Inactive, Draft, Review,
Closed, All) to show only those records in the grid. Click on the Add New Grant link to add a new grant under a program or click on the Edit
icon of an existing grant record in the grid to edit its details.

7.1 Add/Edit Grant

Clicking on the Add New Grant link shall redirect the user to the screen shown below. When
creating a new grant, only the Grant Basic Information tab is displayed initially, as shown in the
screenshot below. The rest of the tabs are displayed after the information in the first tab is
submitted/saved.
When editing an existing grant record, all the tabs are displayed.
Note: Click on the (+) or (-) for each tab to either expand or collapse the corresponding tab.
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Grant Basic Information Tab:

 Enter or edit the details of the grant in the fields provided in the Grant Basic Information
tab. Select the Program, Sub-Program, and the Department from the respective dropdowns. If
the Program is not available as an option in the dropdown, users can click on the Add New
Program link (highlighted in the above screenshot), which will take them to the add new
program page where they can add new program in the system. The users can also set the status of the grant by selecting the appropriate option from the
Status dropdown (highlighted in the above screenshot).
Note: During setting up of the grant, the status of the grant is by default set to “Draft”.
However, after setting up of the grant is complete, agency user can set its status to “Active”
which would make the grant available for applying by applicants in the Applicant Portal.
Note: The Grant Budget field is filled automatically based on the cumulative funding
amount selected for the grant in the Grant Funding tab.

 Click on the Submit button to save the details entered or edited for the grant record. At this
point, the rest of the tabs are displayed as shown below. Click on the Cancel button to
cancel the process and return to the previous screen.
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 Click on each tab to enter/edit details in the fields provided.
Funding Purpose Tab:

 Enter/edit the purpose of the grant in the fields provided under the Funding Purpose tab.
Important Dates Tab:

 Enter/edit the important dates for the grant in the various fields provided. The Funding Life Cycle section displays any funding life cycle, in a grid format,
configured for the grant. Click on the Add New Funding Life Cycle link (highlighted in the below screenshot) to
add a new funding life cycle or click on the Edit icon of an existing funding life cycle
record in the grid to edit its details.
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 Clicking on the Add New Funding Life Cycle link or the edit icon for an existing funding
life cycle record shall display the below screen.

 Enter/edit the details of the funding life cycle in the fields provided in the pop-up window. Click on the Submit button to complete adding a new funding life cycle record or to
complete editing an existing record in the grid. Click on the Cancel button to cancel the process and return to the previous screen.

Special Requirements Tab:
 The Special Requirements tab allows users to specify if Letter of Consideration (LoC) is

required for a grant, along with the start date and end date for submission of a LoC.
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 FYI, the grant applications are accepted after the LoCs from the interested entities have
been processed.

Grant Funding Tab:
 The Grant Funding tab allows users to select the funding source from which the grant

shall be funded, as well as the total funding amount for the grant. The funding for the grant can be availed from multiple funding sources that are associated
with the program under which the grant resides.

 Click on the Add New Grant Funding link to add a new funding source, funding year,
and the funding amount for the grant. Click on the Edit icon for an existing funding source
record in the grid to edit its details. The pop-up shown below is displayed when both these
actions are performed.

 Select the Funding Source and the Funding Year from the respective dropdowns.
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Note: The Funding Source dropdown shall display only those funding sources that are
associated with the program under which the grant resides.
 Select the appropriate funding amount for the grant in the Amount field. Click on the Submit button to complete adding a new funding source for the grant or to

complete editing an existing funding source. Click on the Cancel button to close the pop-
up and return to the previous screen.

Deliverable/Progress/Periodic Reports Tab:
 The Deliverable/Progress/Periodic Reports tab allows users to configure deliverables,

progress reports and/or periodic reports for a grant.

 Click on the Add Deliverable/Progress Report link (highlighted in the above screenshot)
to add a new deliverable or progress report or periodic report for the grant. Click on the
Edit icon for an existing record in the grid to edit its details. The screen shown below is
displayed when these actions are performed.
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 Enter/select the details of the report in the fields provided. Select the appropriate option for the report in the Period field based on if the report needs
to be submitted monthly, quarterly, yearly etc. Click on the Submit button to complete adding a new report or to complete editing an
existing report details. Click on the Cancel button to cancel the process and return to the
previous screen.

Documents Tab:
 The Documents tab allows users to add, edit, download, or delete any documents related

to the grant.

 Click on the Add New Document link (highlighted in the above screenshot) to add a new
document for the grant or click on the Edit icon for an existing document record to edit its
details. The pop-up window shown below is displayed when these actions are performed.
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 Select/enter the details of the document record in the fields provided. Click on the Browse button to browse and upload the document from the local system. Click on the Submit button to complete adding a new document or complete editing an
existing document record. Click on the Cancel button to close the pop-up window and return to the previous screen.

After information is added/edited in all the tabs of the grant, users can change the status of the
grant (in the Grant Basic Information tab) to “Active” in case they want to make grant active
and publish it, and then click on the Submit button to save the changes.

8. GRANTS MANAGEMENT – APPLICATIONS MODULE

The Applications module displays a list of grant applications submitted by the applicants, in a
grid format. The agency users can view, add, or edit (before final submission) grant applications;
review and adjudicate grant applications; print or delete grant applications.
Note: The tabs on the left menu for a grant application might vary from one grant program to
another. For example, a grant application for the DVG program might have a few different tabs
on the left menu as compared to a grant application for the SAG program.
For the sake of this user manual, we will be discussing the grant application for the SAG program
in this section.
The screen shown below is displayed when a user clicks on this module from the main menu.
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 Click on theAdd New Application link (highlighted in the above screenshot) to add a new
grant application. Click on the Edit icon for an existing grant application in the grid to edit its details.

Note: Agency users can edit only those grant applications that have been created by them and
haven’t been submitted yet.

 Click on the Click Here link under the Review Status or Grant Status columns in the
grid (highlighted in the above screenshot) to open a pop-up window (as shown below)
which displays the status of the grant application with respect to all the Council Members’
offices (districts) to which the application was submitted to.
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8.1 Add/Edit Application

Clicking on the Add New Application link shall redirect the user to the screen shown below.
When creating a new grant application, only the Application Filing Instructions and the
Application Basic Information tabs are displayed initially, as shown in the screenshot below.
The rest of the tabs (both in the left menu and in the body of the application) are displayed after
the information in the first two tabs is entered and the user clicks on the Save Draft button.
When editing an existing grant application record, all the tabs are displayed.
Note:When editing a grant application, the first tab is the Organization Information tab, which
displays details of the grant applying organization which they provide during the process of user
account registration in the GMS portal.
Note: Click on the Save Draft button after filling out the information in each tab in the left menu
(wherever applicable) to save the application until that point.

1. Application Filing Instructions Tab: This tab provides instructions for filling out grant application for each grant programs.

 Click on one of the links provided to open the instructions for filling out grant application
of that grant program. The instructions open in a new browser tab.

2. Application Basic Information Tab: Select/enter the details for the fields provided. The data in the Program field is auto populated based on the Grant selected. Similarly,
the data in the Organization field is auto populated.



Grants Management System International Software Systems Inc.GMS Agency User Manual ISSI-PGC-GMS-AGENCY-UM|v.1.5|07/09/2025

P a g e 34 | 89

 The Amount Allocation field (highlighted in the screenshot below) is for use by the
agency users only and is initially disabled. This field is activated for the agency users only
after the grant application is awarded the grant. The field is used by the agency users to
specify the amount allocated to a grant application after it has been awarded the grant. The Applied By field is used to select the user logged into the GMS portal and filling in
the grant application. Click on the Save Draft button to save the grant application as a draft. After saving, the
rest of the tabs for the grant application are displayed. Click on the Cancel button to cancel
the process and return to the previous screen.

Project Details Tab to Terms and Conditions Tab:
 Fill in the details from the Project Details/Proposal tab to the Terms and Conditions tab

under the Application Basic Information tab on the left menu for the grant application.
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3. Contact Information Tab: The Contact Information tab displays a list of contact personnel and their contact details
in a grid format, as shown below. It allows users to add new contact information, edit, or
delete existing contact information from the grid.

 Users can click on the Add New Contact Information link (highlighted in the above
screenshot) to add new contact personnel details for the grant application. Clicking on this
link shall display a pop-up window as shown below.
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 Select the contact personnel from the list of people available in the Name dropdown. The
Mobile Number and the Email fields shall be auto populated based on the contact
personnel selected. Click on the Submit button to add new contact information for the grant application, after
which the new contact information is displayed in the grid. Click on the Cancel button to
cancel the process and return to the previous screen.

4. Financial Information Tab: The Financial Information tab allows the user to specify financial information about the
organization.

5. Organization Service Category Tab: TheOrganization Service Category tab allows the user to specify one or more categories
that describes the organization’s primary service.
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6. Service Area and Target Population Tab: The Required Information tab provides information regarding Attachment B and
Attachment C. It also allows users to provide information regarding where the service will
be provided, along with identifying the target population.

7. Previous County Government Grants & Contracts Tab: The Previous County Government Grants & Contracts tab allows users to specify any
previous grant awards or contracts from the County government.
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 The grid displays all the previous grant awards or contracts entered by the organization. To add a new record, click on theAddNew Previous Grant Information link (highlighted
in the above screenshot), which will display a pop-up window as shown below.

 Enter/select the details of the new record in the fields provided. Click on the Submit button to complete adding a new record of the previous grant/contract
information or to complete editing an existing record. Click on the Cancel button to cancel the process and return to the previous screen.

8. Organization Income & Expenses Tab: The Organization Income & Expenses tab allows users to specify the income and
expenses of the organization. The Total Income and the Total Expenses fields (provided at the bottom of the table)
automatically displays the summation of the incomes and the expenses respectively.



Grants Management System International Software Systems Inc.GMS Agency User Manual ISSI-PGC-GMS-AGENCY-UM|v.1.5|07/09/2025

P a g e 39 | 89

9. Supporting Documents Tab: The Supporting Documents tab displays all the supporting documents/attachments that
are required for the submission of the grant application and allows users to upload these
documents. The tab also provides instructions for the supporting documents, wherever
available/applicable.
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10.Assurances Tab: The Assurances tab displays the assurances that the organization need to abide by when
the grant is awarded to it.

11.Certification Tab: TheCertification tab allows users to review and agree to Terms & Conditions and provide
certification before submitting the grant application.
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 Enter/select the information of the personnel from the organization submitting the grant
application. Click on the Browse button under the Scan Signature field to upload an electronically
scanned signature of the person submitting the grant application. Select the date of submission in the Date field. Click on the Save Draft button to save the application so far. Click on the Back button to go to the previous tab in the application. Click on the Next button to go to the next tab in the application. Click on the Cancel button to cancel the process and return to the previous screen. The
application will be saved provided the user ensures to click the Save Draft button. Click on the Final Submit button to do the final submission of the grant application.

8.2 View Grant Application

Click on the View icon for a grant application record in the grid to view its details. On the View
Application page, users have the option to go to the Reviews, Notifications, and Audit Log tabs,
as shown in the screenshot below.
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8.2.1 Reviews Tab
The Reviews tab displays all the tasks performed on a grant application, as well as provides an
option to users to perform a new task/review on the application record.

View/Add Review
Click on the Add Review link (highlighted in the above screenshot) to add a new review (perform
task) for the grant application record. Click on the View icon for a task performed (review) to view
its details and view the corresponding attached letters and documents, as well as any email
notification about the review.
The pop-up window shown below is displayed when these two actions are performed.

 On the Review Information tab, select the task to be performed from the Perform Task
dropdown. Enter/select the other details of the review/task in the fields provided.
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 Click on the Processing Forms tab to view the processing form for the grant application
and fill out the required details in the form. Click on the Available Letters tab to select one or more associated letters (with the
review/task) to be sent out as part of the review/task performed. When a letter template is
selected, the system automatically generates a preview of the letter. The user shall have the
option to edit the contents of the letter, if needed. After reviewing the letter, users can click
on the Save option, which will redirect the user to the Documents tab (discussed in the
point below), where they will see the saved letter. Click on the Documents tab to view any saved letters (from the previous step) or to upload
any documents from the user’s computer. The attached documents are then displayed in a
grid format below. Users can select the required saved letters or the attached documents
from the grid that needs to be sent out to the intended recipients, as part of the review/task
performed, in the form of an automated email notification. Click on the Email tab to view the recipients of the email notification regarding the
review/task being performed. The “To” and the “CC” fields for the automated email
notification are pre-filled based on the review/task being performed. This setting is
configured by the Administrator in the Email Configuration module (see Section 15.7 of
this document). Users have the option to add additional email addresses in the “To” and
“CC” fields.
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Note: If needed, users can add email address of any additional recipients in the “To” or “CC” fields
of the Email tab, which will send the email notification (along with any attachments) to those
additional recipients as well.
Note: The above mentioned tabs are explained in a more detailed manner in Section 16 of this
document.

 Click on the Submit button to complete adding a review/task. Click on the Cancel button
to close the pop-up window and return to the previous screen.

8.2.2 Notifications Tab
The Notifications tab displays all the email notifications sent out to the intended recipients as part
of the grant application processing.

8.2.3 Audit Log Tab
The Audit Log tab displays all the actions performed and the corresponding user (who performed
the action) on a grant application.

9. GRANTS MANAGEMENT – AWARDS MODULE

The Awards module displays a list of awards made, in a grid format, for the various grants. The
agency users can view, add, edit, print, delete, and view the associated deliverables.
The screen shown below is displayed when a user clicks on this module from the main menu.
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 Click on the Deliverables icon for an award record under the Actions column (highlighted
in the above screenshot) to view the deliverables submitted under that award. Clicking on
this icon shall display a pop-up window as shown below.

 Click on the View icon in the pop-up window (highlighted in the above screenshot) to go
to the view deliverable page under the Deliverables module. Click on the Close button to close the pop-up window and return to the previous screen.

9.1 Add/Edit Award
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 Click on the Add New Award link (highlighted in the above screenshot) to add a new
award in the system or click on the Edit icon for an existing award record in the grid to edit
its details. The screen shown below is displayed when these actions are performed. Enter/select the details for the award record in the data fields provided on the page. Users can click on the Browse button to upload documents from the user’s computer. Click on the Submit button to complete adding a new award record or to complete editing
an existing award record. Click on the Cancel button to cancel the process and return to
the previous screen.
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 After a new award record is created, users can configure the deliverables for the award by
clicking on the Edit icon for the newly created award record in the grid. On the edit award page, go to the Deliverables/Progress/Periodic Reports tab (as shown
in the screenshot below) to view a deliverable, progress, or periodic report submitted by
the awardee for the grant award.

 Click on the View icon under the Actions column for an existing
deliverable/progress/periodic report in the grid to view the report. Clicking on this icon
shall open a pop-up window as shown below.
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 In the Report Details tab, users can view the details of the deliverable or the
progress/periodic report. To view the actual deliverable or report, users can click on the Documents tab and view
the report.

10. ADMINISTRATIONMODULE

The Administrator module allows users with administrator roles to configure internal and
external user accounts, user roles, workflows, site settings and other features within the GMS
portal. The following are the sub-modules under the Administrator module.

10.1 Internal Active Users

The Internal Active Users sub-module displays a list of active internal users of the GMS portal,
meaning the internal users of the grant issuing agency. The module allows the Admin to add a new
user, view or edit details of a user, view the login history of a user, and reset a user account in case
it is locked.

Icons in the Actions Column:
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Icon/Link Functionality
The Login History icon is used to view the login and logout history
of a user account.
The Deactivate link is used to deactivate an active user account.

The Send Email button provided at the bottom of the grid is used
to send bulk email to multiple active users selected from the grid.

 Click on the Add New User link to add a new internal user account in the system or click
on the Edit icon for an existing user account record in the grid to edit its details. The screen
shown below is displayed when these actions are performed.
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 Enter/edit the personal information of the user in the fields provided under the Personal
Details section. Enter/edit the details in the Username and the Password fields for the user account. Click on the Browse button in the Scan Signature field (highlighted in the above
screenshot) to upload a scanned copy of the user’s signature. Select the default role with which the user shall login by selecting an option from the
Default Role For Login dropdown (highlighted in the above screenshot).
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 A user account can have multiple user roles. Hence, Admin can select all the roles that
apply for the user account by selecting appropriate options from the Roles dropdown
(highlighted in the above screenshot). Click on the Submit button to complete adding a new user account or to complete editing
details of an existing user account in the grid. Click on the Cancel button to cancel the
process and return to the previous screen.

10.2 Internal Inactive Users

The Internal Inactive Users module displays a list of all the internal inactive users of the agency.
It allows Administrators to view or edit user accounts, view the login history, and reset the user
account to make it active again.

Icons in the Actions Column:

Icon/Link Functionality
The Login History icon is used to view the login and logout history
of an internal inactive user account.
Click on the Activate link to activate an inactive internal user
account.
The Reset link is used to activate an internal inactive user account.

The Send Email button provided at the bottom of the grid is used
to send bulk email to multiple inactive users selected from the grid.

 Click on the Edit icon for an inactive user record in the grid to edit the details of that user
account. Clicking on this icon shall open the edit page as shown below. Edit the details of the inactive user account in the fields provided and click on the Submit
button to save the changes. Click on the Cancel button to cancel the process and return to the previous screen.
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10.3 External Active Users

The External Active Users module displays a list of all active external organizations and their
corresponding users of the GMS portal. External users can create their user account in the GMS
portal by using the Register button available on the Login Page of the portal.
The screen shown below is displayed when an Administrator clicks on this module from the main
menu.
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 Click on the Deactivate link under the Actions column (highlighted in the above
screenshot) to deactivate the account of an external user. Click on the View icon for an active organization record in the grid to view its details as
well as all the active individual users within the organization. Clicking on this icon shall
display the screen shown below.
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 Click on the Back button to go back to the previous screen. Click on the Contact Information tab in the left menu to view details of the individual
users within the organization.

10.4 External Inactive Users

The External Inactive Users module displays a list of all inactive external users of the GMS
portal. External users can be individuals or representatives of organizations.
The screen shown below is displayed when an Administrator clicks on this module from the main
menu.

 Click on the Activate link under the Actions column (highlighted in the above screenshot)
to deactivate the account of an external user. Click on the View icon for an inactive organization record in the grid to view its details as
well as all the individual users within the organization.
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10.5 Roles

The Roles module displays a list of user roles available in the system in a grid format.
Administrators can add a new role, edit existing roles, and provide the required access to each user
role.
The level of access to each user role in the GMS can be configured at three levels –

1. The access to various modules and sub-modules in the system to each user role.
2. The various actions (such as add, edit, delete etc.) that can be performed by each user role

in the modules/sub-modules.
3. The access to various tabs in the grant application.

 Click on the Add New Role link to add a new user role in the system. Clicking on this link
shall display the new role page as shown below.

 Enter/select the details of the new user role in the fields provided. Select the appropriate option for the ability of the user role to access confidential
documents (as highlighted in the above screenshot). Check the Show The Processing Form checkbox (highlighted in the above screenshot),
if the user role can have access to the processing form as part of application review.
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 Click on the Submit button to complete adding a new user role in the system. Click on the
Cancel button to cancel the process and return to the previous screen. Click on the Edit icon for a newly created user role or an existing user role in the grid to
define/modify the level of access provided to the user role in the GMS. Clicking on the edit
icon for a user role from the grid shall display the below page.

 Edit the information regarding the user role in the fields provided. Under the Assign Module for Roles section, click on the arrow heads against each module
to open sub-modules and within sub-modules the various actions that can be performed
(highlighted in the above screenshot). Under the Assign Tabs for Roles section, click on the Required Tabs to Show in
Applications dropdown to select all the tabs in the dropdown (multi-select) that should be
available for the user role in the grant application. Click on the Submit button to save the changes made for a user role. Click on the Cancel
button to cancel the process and return to the previous screen.
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10.6 Workflows

The Workflows module displays a list of workflows available in the system in a grid format.
Administrators can create, edit, or activate/deactivate workflows as required for different
programs/departments. They can also configure the workflow rules for each workflow record. The
screen below is displayed when a user clicks on this module from the main menu.

 Select the appropriate radio button at the top of the grid (Active, Inactive, All) to show
only those workflow records with the selected status in the grid.

Icons in the Actions Column:

Icon/Link Functionality
TheWorkflowRules icon allows Administrator to view and configure
the workflow rules for a workflow record.
The Activate/Deactivate toggle button allows Administrator to
activate or deactivate a workflow.

 Click on the Add NewWorkflow link to add a new workflow in the system or click on the
Edit icon for an existing workflow record in the grid to edit its details. The screen shown
below is displayed when these actions are performed.
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 Select the Program from the dropdown for which the workflow is being added. Enter or edit the Description for the workflow in the text area provided. Select Yes or No for the option to copy a workflow, and the underlying workflow rules, of
an existing program (highlighted in the above screenshot). When selected Yes, an
additional field is displayed, as shown in the screenshot below, where Administrator can
select an existing program from the dropdown to copy the workflow from.

 Click on the Submit button to complete adding a new workflow or complete editing an
existing workflow. Click on the Cancel button to cancel the process and return to the
previous screen.
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15.4.1 Workflow Rules
 The Workflow Rules are the individual steps in a workflow and can be configured for

each workflow. TheWorkflowRules for a workflow record can be configured by clicking on the workflow
rules icon for that record in the grid. Clicking on this icon shall display the page as shown
in the screenshot below.

 Click on the Add New Workflow Rule link to add a new workflow rule for the selected
workflow or click on the Edit icon for an existing workflow rule to edit its details. The
screenshot shown below is displayed when these actions are performed. Select the details of the workflow in the fields provided. Click on the Submit button to complete adding a new workflow rule or complete editing
an existing workflow rule. Click on the Cancel button to cancel the process and return to
the previous screen.
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10.7 Email Configuration

The Email Configuration module displays a list of all the email notifications’ configurations
available in the system in a grid format. It allows the Administrator to add, edit, delete, print, and
activate or deactivate an email configuration record. The screen shown below is displayed when
the Administrator clicks on this module from the main menu.

 Select the appropriate radio button at the top of the grid (Active, Inactive, All) to show
only those email configuration records with the selected status in the grid.
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 Click on the Add New Email Configuration link to add a new email configuration in the
system or click on the Edit icon for an existing email configuration record to edit its details.
The screen shown below is displayed when these actions are performed.

 Select the type of task (review) from the workflow for which the email notification needs
to be sent out by selecting the appropriate option in the Task Type dropdown. Select/edit the user roles to which the email notification should be sent out by selecting the
appropriate options in the To/Roles dropdown. Enter/edit other details of the email notification record in the fields provided. Click on the Submit button to complete adding a new email configuration record in the
system or complete editing an existing email configuration record.
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 Click on the Cancel button to cancel the process and return to the previous screen.
Note: Some sections in the email Subject or Body fields can be configured to dynamically pull
information from the Database by using bookmarks (represented within flower brackets {}, as
shown in the grid screenshot above). The list of currently available bookmarks and their meanings
are given below:

 {appnum} – Application Number {appname} – Application Name {grant} – Grant Name {pro} – Program Name {name} – First and Last Name of the user.

10.8 Site Settings

The Site Settings module displays a list of available site setting records, in a grid format. These
site setting records enable users to configure the user interface of the GMS portal for different
entities using the GMS. Administrators can add a new site setting, edit, or activate/deactivate an
existing site setting record. The screen shown below is displayed when the Administrator clicks
on this module from the main menu.

 Click on the Activate/Deactivate toggle button (highlighted in the above screenshot) to
activate or deactivate a site setting, i.e. apply the activated site setting in the GMS portal.
Note: Only one site setting can be active for the portal at any given instance.

 Click on the Add New Site Setting link to add a new setting for the entire GMS portal or
click on the Edit icon for an existing site setting record in the grid to edit its details. The
screen shown below is displayed when Add New Site Setting link is clicked by the
Administrator.
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 Select/enter the details for the site setting in the fields provided.
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 Click on the Submit button to save the details entered for a new site setting record or an
existing site setting record. Click on the Cancel button to cancel the process and return to
the previous screen. After submission of a new site setting record, Administrator is redirected to the grid page.
Here the Administrator can click on the Edit icon for the newly created site setting record
to view and configure the additional tabs, Contact Us and Page Settings, that shall be
displayed now. The Contact Us tab allows the Administrator to configure the text on the Contact Us
page/section of the GMS portal.

 Enter the desired text in the text area provided and click on the Submit button to save the
changes. The Page Settings tab allows Administrator to configure settings for individual pages in
the GMS portal. The tab is displayed as shown below.
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 Click on the Add New Page Settings link to add a new page setting or click on the Edit
icon for an existing page setting to edit its details. The pop-up screen shown below is
displayed when these actions are performed. Click on the Submit button in the pop-up window to complete adding a new page setting
or complete editing an existing page setting record. Click on the Cancel button in the pop-
up window to cancel adding or editing a page setting record and return to the previous
screen. After all the changes are complete, click on the Submit button on the Site Setting record
page to complete adding/modifying details of the site setting. Click on the Cancel button
to cancel the changes and return to the previous screen.
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10.9 FAQs

The FAQsmodule displays a list of FAQs, available in the system, in a grid format. Users can add
a new FAQ record, view the FAQ and the corresponding answer, edit the answer of a FAQ, print
details of a FAQ, or activate/deactivate a FAQ record. The screen shown below is displayed when
a user clicks on this menu.

 Click on the View icon under the Actions column to view the answer of a FAQ. Click on
the Edit icon for a FAQ record to edit its answer. Toggle theActivate/Deactivate button to activate or deactivate a FAQ record accordingly. Click on the Add New FAQ link to add a new FAQ record to the existing list.

Add/Edit FAQ:
 Click on the Add New FAQ link to add a new FAQ record or click on the Edit icon for an

existing FAQ record in the grid to edit its details. The screen shown below is displayed
when these actions are performed.
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 Enter/edit the question in the text area provided. Enter/edit the answer for the question in the text area provided. Click on the Submit button to complete adding a new FAQ record or to complete editing
an existing FAQ record. Click on the Cancel button to cancel the process and return to the
previous screen.

11. MASTERMODULE – Letter Templates

The Letter Templates module displays a list of available letter templates in a grid format. These
templates can be used across the GMS portal wherever required. The module allows users to add,
view, edit, print, or delete a letter template.

 Click on the Add New Letter Template link to add a new letter template in the system or
click on the Edit icon for an existing letter template record in the grid to edit its details.
The screen shown below is displayed when these actions are performed.
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 Select/modify the Task Type from the dropdown for which the letter template should be
generated when processing a grant application or any post-award steps. Enter/edit the details of the new letter template in the fields provided. Click on the Browse
button to select and upload a new letter template from the local system. Click on the Submit button to complete adding a new letter template in the system or
complete editing details of an existing letter template record in the grid. Click on the
Cancel button to cancel the process and return to the previous screen.

12. MASTERMODULE – DVG Application Configuration

The DVG Application Configuration module displays a list of Collaboration and Experience
Questions, in a grid format, for the DVG grant program application. It allows the
Administrator/user to configure Collaboration and Experience questions for the DVG program
grant application.
The screen shown below is displayed when an Administrator clicks on this module from the main
menu.
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 Click on the New Collaboration and Experience link to add a new question for the DVG
grant program application or click on the Edit icon for an existing question in the grid to
edit its details. The screen shown below is displayed when these actions are performed.

 Enter/select the details of the collaboration and experience question in the fields provided.
Click on the Submit button to complete adding a new question or to complete editing an existing
question. Click on the Cancel button to cancel the process and return to the previous screen.
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13. MASTERMODULE – Lookup Types

The Lookup Types module displays a list of lookup types in a grid format. These lookup types
are used as data fields across the GMS portal where users can enter or select the data. The data in
these lookup types are called lookup values and can be configured.

 Click on the Add New Lookup Type link to add a new lookup type in the system or click
on the Edit icon for an existing lookup type record in the grid to edit its details. The screen
shown below is displayed when these actions are performed.

 Enter/edit details of the lookup type in the fields provided. Click on the Submit button to complete adding a new lookup type in the system or
complete editing an existing lookup type record in the grid. Click on the Cancel button to
cancel the process and return to the previous screen.

Click on the Lookup Values icon (highlighted in the grid screenshot shown above) to add or edit
lookup values for a new or existing lookup type. Clicking on this icon shall display the screen as
shown below.



Grants Management System International Software Systems Inc.GMS Agency User Manual ISSI-PGC-GMS-AGENCY-UM|v.1.5|07/09/2025

P a g e 73 | 89

 Click on the Add New Lookup Value link to add a new lookup value for the lookup type
or click on the Edit icon for an existing lookup value to edit its details. The screen shown
below is displayed when these actions are performed.

 Enter/edit details of the lookup value in the fields provided. Click on the Submit button to complete adding a new lookup value or complete editing an
existing lookup value record in the grid under a lookup type. Click on the Cancel button
to cancel the process and return to the previous screen.

14. MASTERMODULE – Service Category

The Service Categorymodule display a list of available service categories in the system and their
corresponding descriptions in a grid format. It allows the Administrator to configure a service
category that will be used in the grant applications.
The screen shown below is displayed when an Administrator clicks on this module from the main
menu.
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 Click on the Add New Service Category link to add a new service category to the list or
click on the Edit icon for an existing service category record in the grid to edit its details.
The screen shown below is displayed when these actions are performed.

 Enter/edit the details of the service category in the fields provided. Click on the Submit button to complete adding a new service category or to complete
editing an existing service category. Click on the Cancel button to cancel the process and return to the previous screen. Click on theGoals & Objectives icon for a service category record in the grid (highlighted
in the grid screenshot shown above), to add or edit a goal or objective record for the service
category. Clicking on this icon shall display the screen shown below.

 Click on the Add New Goal and Objective link (highlighted in the above screenshot) to
add a new goal and objective record or click on the Edit icon for an existing goal and
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objective record in the grid to modify its details. The screen shown below is displayed
when these actions are performed.

 Enter the Goals and Objectives for the service category in the field provided. Click on the Submit button to complete adding a new record or to complete editing an
existing record. Click on the Cancel button to cancel the process and return to the previous
screen.

15. REPORTS MODULE

The Reports module displays a list of pre-defined reports, which the Administrator or any user
with access to this module, can use to generate the reports.
The pre-defined reports that are currently available in the GMS portal are:

 Application Summary Report Grant Award Report Organization Report Grants Overview Report Total Profit and Loss Report by Program Application Engagement Report

15.1 Application Summary Report

The Application Summary Report provides a summary regarding the grant applications
submitted for all the grants under various programs, either by individuals or organizations. The
screen shown below is displayed when a user clicks on this report from the main menu.
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 The reports page has two sections – Filters and Report Grid. By default, the Report Grid displays the entire report without any filters being applied. The top section of the report page provides various filters that the user can use to filter the
data in the report below. The filtering is dynamic and happens as soon as option(s) in the
filters are selected. Click on theReset button provided (highlighted in the above screenshot) to clear selections
made in the filters. The filtered report is displayed below the filters section in the form of a grid, as displayed
in the above screenshot. Click on the Three Horizontal Dots (as shown in the screenshot below) on the top right
corner of the report grid to export the report in an excel file or to sort the records in the
grid in either ascending or descending order or to sort the records in the grid based on a
particular column.
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15.2 Grant Award Report

The Grant Award Report provides details regarding the awardee of the grants under various
programs/sub-programs. It also provides information regarding the grant application which has
been awarded, the applicant (either an organization or an individual), and the grant award date.

15.3 Organization Information Report
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The Organization Information Report provides information regarding all the organizations that
are registered in the GMS.

15.4 Grants Overview Report

The Grants Overview Report provides details regarding the grantee, the associated application
number, the grant budget awarded, the grant budget used so far, and the remaining budget available
for each grant under various programs/sub-programs.
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15.5 Total Profit and Loss Report by Program

The Total Profit and Loss Report by Program provides details about the total funding amount
for the program, total amount disbursed so far for underlying grants, and the remaining balance
amount.
The report also indicates the total balance amount for all the programs combined.
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15.6 Application Engagement Report

The Application Engagement Report provides information regarding the number of reviews
done for each awarded grant application, the persons who did the reviews, and the assigned and
completed dates of each review.

16. LETTER OF CONSIDERATIONMODULE

The Letter of Consideration module displays a list of Letter of Considerations (LoCs) submitted
by different Organizations as a precursor to the Non-Departmental Grant (NDG) Program
applications. The module allows the Assistant Grants Coordinator or Council Chair, or any other
user with access to the module, to review and process the LoCs as part of reviewing NDG
applications.
The screen shown below is displayed when a user clicks on this module from the main menu.
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 Users can click on the View icon for a LoC record in the grid to view the details of that
record and perform any tasks on the LoC record as part of the review process. The screen shown below is displayed when users clicks on theView icon for a LoC record. On the View LoC page, users can review the details provided by the Organization. At the bottom of the page, we have theReviews section where users can see all the previous
tasks performed (if any) on the LoC. Users can click on the Letter Verification Process link (highlighted in the screenshot
below) to perform tasks on LoC such as reviewing the LoCs, generate LoC report, compile
a list of selected LoCs etc.

Note: The Grant Amount Approved field (highlighted in the screenshot below) is filled by the
Council Chair after reviewing the LoC and when ready to enter the LoC in the selected list of
applicants (tentative list). After entering the approved grant amount, Council Chair shall click on
the Submit button to save the approved amount.
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Letter Verification Process:
The screen shown below is displayed when a user clicks on the Letter Verification Process link.

Review Information Tab:
 Select the task to be performed on the LoC record from the Perform Task dropdown. Select the data in the other fields provided and enter any relevant notes in the Notes field. When LoC related task is selected in the Perform Task dropdown, an additional LoCs

List tab is displayed in the window as shown below.
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LoCs List Tab:

 In the LoCs List Tab, select the LoCs which need to be part of the LoC Report from the
dropdown. Click on the LoC Report Generated button to generate the LoC Report and display it in
Documents tab.
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 When compiling the list of selected applicants/tentative list, select the LoCs from the
dropdown (after approving the Grant Amount for the individual selected LoCs) and click
on the Grantees are Selected/List Compiled button to generate a report with tentative
awards, which will be displayed in the Documents tab.

Available Letters Tab:
 In the Available Letters Tab, users can select letter template associated with a task being

performed on the LoC.

 Select the checkbox next to the letter template that is part of the task being performed. Selecting the checkbox shall generate a preview of the letter as shown below, wherein
users can make any edits in the letter if necessary. After reviewing the letter template, users can click on the Save As button provided at the
bottom to save the letter. This action shall save the letter in the Documents tab from where
it can be selected and sent as an attachment in the email notification.
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Documents Tab:
 In the Documents Tab, select the reports or letters generated to send it as part of email

notifications. Select the checkbox next to a record in the grid (as highlighted in the screenshot below) to
send it as email notification. To add any additional document, users can use the options provided (in the top section) to
upload the documents. Select the Document Type from the dropdown for the document being uploaded. Click on the Browse button to select a document from the local system to be uploaded. Enter the Description for the document in the field provided. Click on the Attach button to complete uploading the document and display it in the grid
below. After the document is uploaded, it will be displayed in the grid below. Users can select the
checkbox next to the uploaded document to send it in the email notification, along with
any report or letter generated.
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Email Tab:
 The Email Tab is pre-configured to send out email notifications along with any

attachments (reports, documents, and letters) to the intended recipients (please refer to
Section 10.7 of this document). Users have the option to add any additional recipients to the email notification by entering
their email addresses in the fields provided.

 To complete performing the task, click on the Submit button at the bottom of the window. Click on the Cancel button to cancel the process and return to the previous screen.

_______________________________End Of Document_______________________________


