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GMS — Applicant Procedures

Applicant - OJP Grants Management System Welcome Page (AP-1)

Description

Screen

Welcome to the “Applicant Procedures (AP)Y” for the
“(3JP Grants Management Systern.” These Job Aids
will guide wou through the procedures for using the on-
line grant system. If vou have additional questions,
please contact the Help Desk at 1-B85-549-9801 or
send an email to: op@oipusdoicov

QTP Welcome Page _

1) Click on “New Applicants click here first” to view
instructions to better agsist you in navigating through
the systein.

2) Click on “GMS Sign-In" to go to the “Applicant
Sign In™ page of the GME, if you already have an
account on the “Grants Management System.”

3) Click on “New User? Register Here” to go to the
“Hegistration Information” page. On this page vou
will create auser profile and open an account in the
systetn: You canalso reach the “Registration
Information” page by clicking on the *First Time
User” link on the “Applicant Sign In” page. See Job
A1d AP-3for help on the “Registration Information”
page.

41 Click on “LLEBG Sign-In" to sign in for the Local
Law Enforcement Block Grants Program.

5) Click on *Home” to load the OTP main heme page.

@ f}_f—f"'ft:"é-do-f Justice Programs @
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GMS — Applicant Procedures
Applicant - 5ign In Screen (AP-2)
Description Screen

Apphcant Sign In page use this screen to signin to GRS of

you are a returning user ot uge this screen to begin the. “‘\
process of applang for access to the systetn, Vit

1) Enter your “User ID.* The “User ID" is case

SEnSHivE,

2) Enter your “Password.” The “Password” is case A PP licant S IE n in

sensitive,

e of Jextico Programy
ranis Mo gapient Svsiom

tsar 10 [N

2 Click on_-“"Sign In" after entering yvour “User ID™ and e
“Password.” BT

4y Click or the “First Time User™ link if you ate a first 4 r

time user. This link will help youcreate an account. For the First Time User? Forgotien your password?
GME system. You wall also create a“User ID™ and
“Password.”

5 Click on “Forgotten your password” to retrieve alos
password, O, call the GWS Hothne at 1-888-549-9501
option 5 to create a new password. See Tob Aid AP-20
for additional informaton:

Beturn to Table of Contents or close this browser window to return to GMS
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GMS — Applicant Procedures
Applicant - First Time User Registration Information (AP-3)

Description

Screen

First Time User Registration Information: use this page to crealea
uget profile and opeti an accourt in the Grants Management Syatetn.

lj Eiter the app]icmt’s “Employer ID Number (EIN1".

Each employer received an “EIN" from the Internal Reverne
Service . ¥our orgatization should provide youdrith the “ETIN®.
Grenerally, this riamber can be obtained from your organization’s
accountant or cotgptrolles,

27 Entet the “Legal Name™ of vour orpanization. The “Legal
Mame™ iz the name of the parent organization.. For example, if you
wiotk for the Cityof Seattle in the Human Services Division, your

“Legal Name™ would be the City DfSIEMJSJlﬂJL}lLﬂJL\‘:'
used o generate anaward documert. [WPe1.ipg (112844 bytes)

sithset of the “Legal Nalﬁe”._ For example, if you work for the City
of Seattle it the Human Services Division, your “Organizational
Unit™ is the Human Jervices Division

43 Enter the “Address™ to whete official correspondence and
notiffcation should be sent: This will be the address of record. This
addeess shonild be the tusiness address of the authorized signing
authority for wour grant, Then erfer the “City™ anduse the drop
dowrn list to select the “State”

) Enter the “Tip Code™ ¥ oumustenter the fill 9 digit zip code.
Enter the normal 5 digit zip code inthe fivst field and the last 4 digits
ity the second field. If you do not devow ou fall 9 digit zip code
click anthe link “Meed help for Zip+47"

@ [T se the drop down list and select the “Type of AppLicant™ If the
drop dowrty list does nothave anadequate description of srour
‘orgatization, select * Other™ (M ote: IF vou select other you will be
tequired to enter a description for type of othet))

4]

37 Enter the “Organizational Unit"”. The “Organizational Unit” is 2.
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‘Firet Time Ueer Rometration Information contirnaad:

iy ]int_ex wrour Hrst Liate. _"i'hen entersrour nuéfc'lre.i;u.hal. ;L':‘i.o not puta
prenud aller your walbal, Uher exder yoor sl zearoe aze B cieel Jeld.

Theti, erter wout job title i the “Tide™ fisld,

Py Trter o “Tlsae Mundher™? phomes roanloe, Beginming with e
carea code. Kinter srour placiae estension o arpropiat e 'li':‘_,rcm luare &
Faxrumber, then pleacs enter it in the next field, Mext, enter the “Teer
‘E Mdl Addrece.”

T e ate wivrlwiber s “EHeea B 1S 1 st T somonmmane nb é
cliaracters and noast ot e oo el s o sr, Yool vse tls 1 te

acceee the eyetem. The “User ID™ ic cace ceneitive. Ui M Bty j

A Cirente -nﬂ'rl__nﬁtvz-é A "Pagauned 7 'Th'n'f'mﬂﬂgx:’nrﬂ mniat bieon wRBimTEn * Lanse VOF AT G PRATARTROES :,.'E!H-! {]

nt worlnsra rters and st not e =om aatla At CUaesmedem sroiaes % 11 l_
e -.-'ruzl\.i,_ Lrsgan Lhu_}lauu (TR Li-'._aHa.i:il_:in.u:,_w “P:n:&:-_wu:!l {rvnlicnelivn)™ .

field. Flaep recorde of woiw “Ueer ID™ and “Paceword™ and resmemnber ]

thirt th r‘:}r arcoanan antaitisee,

1Tk Vo™ iCyou e Uhie Bigring Aolbomily: The B
Avlbionily e e Aalbioniesed Bepreesilalive ol your tepargsaliozcwho
i3 cinpowercd to roccive funda on bohalf of the orgasdzatioss. [n
nrir!if.iﬂﬁ_‘ thir M 11.hn_+i'znﬂ-ﬂnﬂrﬁqnﬂ ritdToy HH 1at. (3758 qu,ul'my'::n_n.h rh}imri t.h

Feturn to Table of Contents or close this browser window to return to GMS
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GMS — Applicant Procedures
Applicant - First Time Applicant Sign In - Main Applicant Screen (AP-5)
Description SCreen
Main Applicant Screen: after your “User Id” and
“Password” have been successfully entered, yvou are
logged into the system and will be taken to the
“(Grants Management System Homepage.”

Girant Munagement System Homepage

1) chlﬂ{ Of]_ " St S” = "ij"i_EW thE s Cuf aﬂji’ pending 1 S Cummanlly, here amg na appks slons in GRS far you
7 i g : : — |- e of JusSice Frograms s mary olher funding oaporiunities at vou may be eligibhe for. To neview hese
apphcan ons that you have submutted If you have 2 | i CPPOlWiites’ | opporunities ot sart @ new applicaticn click on Fundiog Spnetmites

pending applications that were submitted under the
“User Id” and “Password” that you entered at™ Sign e —
In,” each application will be listed for you, Ifyou 4

“have no applications pending, you will seethe message. | 5 | Logtlt
“(Currently, there are no applications in GMS for

you.” If you do have apvpelipg (79195 bytesipee Tob Aid 2l
Wp17 Gyastians

27 Click on “Funding Opportunities” to view any
available funding opportunities. Tze this link to review
available funding See Job Aid AP-6.

3) Click on “Profile” to wiew of update an existing
registration information: See Job &1d AP-18.

4y Click on “Change Password™ to change the -
password associated with the “User Id” you used at
signin. See Job Aid AP-15.

3) Click on “Log Off” to log out of the “Grants
Mlanagement System” and exit the program.

-
4| | 3
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GMS — AppHcant Procedures
Applicant - Funding Opportunities (AP-6)

Description Screen

Funding Opportunities: utilize the following screens to -

‘search for finding opportimities for which vou may be m Grant Minagement Syaterm Homepage
eligble to apply for, Click on “Funding Opportunities™ ;

-at the upper 16ft of the streen to bean G i

Crffiee o Jastice Programs hias miany oiner funcng ooporunities hadwou mey ta aligale for. Searchor wailatle

T ] ; : ! . EmRe LpREWEE  Cposiehin s by ehonsing imm the foliowing 2tena. Frass e G uinn o your Kevheard fo.select muiinlE
1:' SEIE.'Ct ﬂleom ‘Prﬂ_gra.m Dfﬁl!l_!” Who g ﬁ-lﬂdmg sEtathons from the Pragram (ffite and Frogram Nanme senis 1oxEs
opportinities youwish to review. The sistem defaults to Gen Ly T
! TRl T ; ; = i ; - -
search &l program offices. Chisgs et ] Progears o i_m%ﬁﬂ;ﬁ“@;u _]—_:I
23 Select the “Program Name” that you want to search: 2 Pomun e g st ol oo-sellukisenberetice st JIIN N
The system defaults to search all program names. e as g 3pours amenhnes) [=e &l -
SR o Beary |
i : s R ;
5) Choose the “Source” of the solicitation you Wikt ok el ey i o Yoiig it
review, . The systern will default to review “Active ! =
golicitations (those solicitations for|AP-06-1.jpg (108151 bytes)] 5--;;- L--‘-‘ ol
curently accepting applications), - St
e o t Managament Systoi Hom
43 Click on the “Search” button to begn the search SRR R T e
according to the options vou selected abioye, S | Funding Oppontuities
S : : iy . . M1 apding P s
9} Bearches can be done uhmng key words. Enter the z ek ::;m mm .
< Hn Wt ? : : bt Mar. i oy £
keyword in the field entitled “Keyword Search” and click Biodlls A e s
the “Search” button G Mememad i il
e ‘ [Chanis Sesnh]
: raiali ; R ? 2 \ bl | ekl Prograny Upasts for e soliditatian Sl i are intsrestad (n betars apohing ohtine
6) The IfESLlltS for thie Searﬁh (‘M Pi"ugmm Dﬂ-_mg& All 1% Goficitations foand REsulls 1 through 15 ane shawn here
Program Names, Active Solicitations” ) are displayed. Henfiequsity kg © COMOCtons Brogramotics 0 “Thction| § Desdine
s 3 x : % ] T § Lol ettt S Lt nasi o
71 Click on the “Apply online™ link: niext to-the solicitation L g i | _
= e SRRl s GIECLE Phase Buia . [ EEL| dmnusy T 2601
that youwish to apply for to begm an application.

4| | }
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GMS — Applicant Procedures

b

Applicant - Applicant Handhook Main Scre en Introdnction (AP-)

Description

Screen

applications that yvou have submitted or are currently

Wain Screen Introducton: use the tabs across the top of
the screen wall allow you to access imformation about the
status of your apphcatonis).

13 Click on the “Application™ tab to access the,

“ Applicant Handbook™ to mput all applicant information
and to subtrt the application.

2) This tab iz not currently active. However in the fature,
once your application has been approved for fundng by
DI, the " Asrard” screenwll step wouthrough the
process of accepting vour award:

3 This talbs is not currently active.

[&P-07-1.jpg (75371 byt

41 This tab 15 not currently active.

5) Click here to send and receive email with the Program
Office. Al email sent of recerved can also be viewed,

&1 Use the pall down memu to select and then access ather

worling on.

2 3 4
| e Bemd | Zeaads

Trihal Drag Court Grant Frogram Fiscsl Year 2000 ave-rerzso m

Ouerviei

Tris hamcho Ay vou bo compista the spnbostion precess for applying lo the Triksl Drog Colrl Grant Progean Fisca Ve

2000, T 30 o1 e Bppicaion process you Wil hive tha opportundy §o visw soed frint this 55424 form.

Tyion uf Hudirdzeam | spplientioh

| (- Corootan.

! T g Gamnhan
i A MRt

|

|W Rewesnn Telect apsrpriie opdn
||1 Gaher. speoify

|

 Frapghamion
€ consinsotion
f"- Ratr Congnmthen

e of Fepicabon ; E
Trea ol Bawishn &

—

lacies ¢~ This prempitnatiendmokoion m made Evatetos so the stme
| brivi i EZ3TT proodiss for ravkam on

! =l

|
b Mo
|

=H =

 Progracsioe oot cowered by B0, 1T

i A e Fiogiaen N it ki dbbobad By @1is o i

Iz Zoreen Introducton contumed: use the tabs across

the tam af the erreen wall allamr e tec accsae infarmat cn

-l

|Done
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Ifar Zoreen Introducton contmed: use the tabs across
the top of the screen will allowr you to access information

“about the: stating of your application(s).

Ty Chcle Overview” to begin the “ Application
Handbook.” Initial mformation about your application will
be gathered. See Job Aid AP-09,

2) Click * Applicant Information” to review or modifir
the contact information for your ergamization. See Job Aid
AP-05,

93 Click “Project Information” to input the project
nformation (descriptoe fitle of project, grographic areas
affected by the project, project dates, all affectad
congressiona disticts & estimated fmding amounts), See
Job Asd AP-10. '

100 Click “Budget and Program Attachment™ to
attach the *Program Natrative,” the “Budget
Dietails” and the “Program Narrative.” Zee Job
A1d AP-T1.

11) Click “ Assurances & Certifications” to review
the contact information for the Authorized
Representatve and to read and accept the asmurances

and certifications. See Job Aid AP-12.

12) Click “Review SF 424" to review the entire
applicaton package. See JTob fid &4F-13

13) Click “Submit Application” to remew the status
of the application andfor to subtritt the application. See
Job Aid AP-14.

1) Click: here for additional help and to view Job Aads
for the Grants Managerent Systerd

Applleithsn

App lication Handbeok
? PRl g

B | dmeleas Dbt

10 SR -. :

11 ;.m“

12 Bt

13- S daehitns

1%%’[4»3:.%&%@
G s

Lap CifF

Duerview

Thes hinwdook slows vl Bo rnm-vb-.m-,'w:mﬁnpn’.ess dor ARG & fhe Fridal Drug Court Granl Frogram Fiscal Yaar
2000 A% ihe end of the epglication process you wil betve the pporbund [0 we and prnd lha 5F 424 torm

Fypon ut Sctrmippien

Il-"u- a1 Application ;]
_hf Favtros cehedd approprime opban |T\|veor Ravigan g
1f (thar; epacify ]

Frefer AN gy

i mapliintian et b vt by £ wxmsillow
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Applicant - Application Handbook Overview (AP-8) =~
Description Screen

Applicatton Handhools Overmew: use this screen to enter
initial mformation shout your application

1) Check *Construction” if this application requests -®
funding to be used entirely or parfially for a :
“Construction” project. [Fnot, check “Non- .
S onstruction.” appaconon (ke Mol Rt

Applivation Mandbeak  Duarwiw

&) Checls Cunslrul:t_iun” if this pre-apphcation will request

fonding to be used extirely or paraly fr 2 TR e s bk o
T o : 121 s 7 5

s e AR T ol T

3 Use the drop down fist to select the application type. Dot ol Pririar, | [t o =i s : 3%

4) Slap this field wrless the “Type of Application™ is a Amﬂ y ::::: R 5 Sl

“Revision™ grant. [f thg application iz for a “Rev_is_iun” : s e s T e s . p——— T sonsbe byt tin s e sasatie e e
grant use the drop down listto select the type of revision. If B S 44 i g l‘“"’*"‘""“"“"j‘iﬁﬁ“‘“"l SLl
the revision is not for an award amount or aproject duration e . e At
¢ g Tabions dvplicabion i Frograe i ml eouseed by B0, 12773
change, select “ Other” from the list 7 g :

L L o Frisgram has not zoen Sdivied By Siae 40 v i

5) Blap this feld unless * Orther™ 15 selected from the “Type Capertiem
of Revision” drop down mens. If “Other™ 13 selected e B
enter the type of revision.

Liig CEF

6) Check “Yes” if the appheant is subject to reviewr by the
“State Executive Order 12372" If vou are subjectto
remew, check “Yes” and use the drop down memito
select the dateon which the applicationwas made available
to the state for reviewe. =

7) Chedk “No” if the program is not covered by the
*executive order 12372." Check “N/A” if the program
has not been selected for review.

£ Click * Save and Continue” when finished Bl

|Dnne I_ I_ I_ l_ l_ I_ |‘:J Local intranet 0% -
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GMS — Applicant Procedures
Applicant - Application Handbook Applicant Information (AP-9)

Description

Screen

A_ppjiu,:ant Information Screen: use this screen to enter
infermation about the applicant:

1) Check “Yes” if the applicart is delinquent on any
federal debt Categones of debt inchide delinouent audt

allowances, loans, and tases. Ctherwase, checls “No.”

21 Beview the following fields and make revisions if
recuired “ Employer Identification Mumber, Type of
Applicant, Type of Applicant (other) Organizational
TUnit, Legal Iame, Address 1, Address 2, City,
County/Parish, State, and ZIP.” Zee Job Aid AP-3 for
descriptons of each field.

oo P W) IS
Application Applicant Information
Handbook .
Venfr that the follewang mbormapon Slied 12 comect and Bll ;i any messng mfommaton- Te sase
dvvré;lw changes, chel on the "Save and Contmus” bulten

=
Anplic st Informagin | 2

R CLaT

ZFE _[z750105

Project Inforatan .

e ; - —— |
3) Review the followmg felds. These fields should list the Budist sod Program | ‘Type of Apphra (athes) i\
narme and phone nurmber of the person to be contacted on —— b Poscice Peograns —}
matters invelvng this application The information wall Agmicsmces e o Mame (Logal Jusisdhiction Marms) [evaee ot marpimmn
automatically trandfer fom the reglstration infommation. you e gl T rrrrer—— |
previously entered. Ifthe information iz ncorrect, dlick on SEEH | adns ) fedce s
the “GMS Home” | followed by the “P—m—0—u ' : 7 e — 1
i & 1. 92795 byt Submit Appicangn | M o |
See Tob Aid 47-18. rps i pgeie bytes) et jp—
T g wo_q i HelpFrequentiy Asked ‘m I “W"-m ; B
4) Click “Save and Continue” when you have completed | 550 2P [eoms [inos. pated filp for ZiPv7
thiz screety 3
FMS Fome £
Log O e = —
{301-535.1000
j
Dane I_ I_ I_ l_ l_ I_ |‘:J Local intranet 0% -
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Description

Project Information Scoreerr use this screen to enter
wfermation about the proposed project.

1) Enter the “Descriptive Tide of Applicant’s Project.”
The title deseribes the project, & should include: the title of
‘the program as it appears m the solictation, the name of the
Federal agency responsible for the grant, vour organization’s
fizeal year, 1 e twelre month audt perod,

23 Enter the “ Areas MYected by Project.” These inclnde
the geographic areals) that will be impacted by the project.
Indicated “Statewide” or “INational” if applicable,

3% Use the drop down lists to select the “Start Date® of the.
project. Tse the drop down lists to select the “End Date”
of the project.

A Tz the drop down hst to select the “Congressional
District(s)" where the project will be located az well az the
“Congressional Districts” that will be impacted by the
project.. To select rultiple Districts hold dovm the cortrol
key ot your keyboard while chicking o the Districts.

53 Enter the amount of “Federal” fanding you are
requesting, the amount of “Applicant” Funding being
supplied (if any), the amournt of “State™ Fundng being
received (if any), the amount of “Local” Funding being
recetved (if any), the amourt of findng frorm “Other”
sowrces being recetved (if any), as well as any anticipated.
nzome from the program Gf any) in the blocks promded

£ Click on “Save and Continue” when firished

|Dnne
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GMS — Applicant Procedures
Applicant - Application Handbook Project Information (AP-10)
Screen
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GMS — Applicant Procedures
Applicant - Application Handbook Budget and Program Attachments (AP-11)

Description

Screen

Budget and Program Attachmerts Screetr usge this screen
to attach the “Budget Detail Worksheet,” the
“Program Narrative™ and the “Other Program
Attachments” to the application.

1) Attach the “Budget Detail Worksheet” by clicking
“Attach” Proceed to Step 4.

2} Attach the “Program Narrative” by chl:]-ung
“Attach” Proceed to Step 4.

3y Attach the “ Other Program Attachments” by chcking
“Attach”

You muist complete these steps for all three regrested
attachmenis to fully completz the application process,
After you have completed attaching one file, you
st refurn to the above steps until “Budget Detoil
Worksheet,” “Program Nervative,” and “Other
Program Artachments” have ALL been cgtached to
your application. Referto solicitation for specific
guidance,

4y Type m the directory path for the file you wish to attach;
ot proceed to step fire below,

5) Click on “Browse.” A new window will open which
will allow youte search for the file.

Application

Apphieatien Handhoal

Frudgel and Erogrem
duitackemerss

Budygat and Program Attachments

T This fodrn allosss you Mo upfaad Sthe Budpel Dotad Warksheel | Program Masraton and olben Program

atachments, Click the Attach butten 1o continue

Budral setanl Workshest 7 -‘ﬂ-:lvllll

1 g |

I"ILJI‘_ arm b3 -r.'.il.-u[- 4

E'C;Hlal feTe e Ahichm Mim % | Alach

1 Sava and Continage !

|9n'!:th-lﬁ q =

Budget and Program Aitachments

This ferm allewes you 1o uplead the Busge! Dal Woreshesl, Program: Karatie and other Program
attachments. Click the Adtach buiton ta ceatnue.

ol=}

2 Tribal Dyg Coimt Brant Program Fircal Yea 2000 Hardb.,

ViRl @ Yew 06 Commircsct Held

|?Iu:|g.n| Distanl Workshesl &

| Proigram Narmative - sactmmin | — E
i U1 Aftachment Demﬂanuﬂ
L kltl'.\f‘- MEI'WA cb—:‘mrh findd spoesr M M\-nn YO ‘lle H mmrj rlme '\n 1

| Enhver Pragrain Altachmens
| i T b tio st Bers o ez Lipkead Document Busion

ttncts hese: [

Uplosd Your Bocument | Cameel | s

12

FY




AP-11 Continued

,ff GMS Online Help System - AP-11 - Microsoft Internet Explorer provided by U.5. Department of Justice

W

'C/ - Iﬁ https: figrants.ojp.usdoj. govigmsHelpf AP-11. html

ke 88' v| {€ Grants.gov

| @ GM3 Online Help System ... X | |

Budget and Program Attachrnents Screen cortinued: use
this screen to attach the “Budget Detaill Worksheet,” the
“Program Narrative” and the * Cther Program
Attachments” to the application.. '

) Locate the directory where you store the “Budget
Dretail Worksheet,” the “Program MNarrative” and the
“Oither Program Attachments” files.

T Remember to sortin the drop down kst marked “File
Type” by “All Files.”

2) Select the appropriate file and click on “Open.” The
file selection window will tlose.

9 Hotice that the attachment window will appear with the
directory path to the selected file wsble in the window
marked “ Attach here.”

10} Click on “Upload Your Document” to transmit your
attachment to the OTF.

Apnilzatiion

I Sl Fwemiing o Piments o0 Conmiemmimes [Sl'il-'ﬂ ., 3

Sqplicatien HamBosk  Bidaet and Prosiam Atachments:

Aprkuniifonndion |
| Bl |

| Tz Toien aerars o S o@eoad the Budiel Detal Werkshest, Plograrm Nsvitve and wiher Peogram
I sftachmerts. Chck the Affoch butfon fo'canfinie

Y 0 Harals

it Dpanty oo Uit Py Figo

Budget [etall Wiarksteer, & e Bk Y g G oy

aiE] |

B
vl | Attachment Description

== Bikfor 15 Al e Se Yhen our S sl 2820 oy
Lﬂliﬁ !Jl’vvfﬂ'ur'l 6 _‘.’J_@ii{ﬁ@! :mmmwm:[mmwx
=H ik Fhwl.l';ll : = = L
i L |
Fiepae | ; = |
Pl {20 Faca 1] i :j

-“:',- T ribal Brug Court Lisand F im [Fixeal Yes 000 Handb, . ] ET |

Fe L Vpw Gy Covimacan i /|

____ Attachment Description

[Slick b the Brawse Bultin (o find your e When yaur fle
lbs fouk ek oer the Cipen BURGh snd-then on the Uploan
Dooument button

Attach here:

[ero P Buget otait Vorksheet
' Upload Your Document_ |
10

Daone
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GMS — Applicant Procedures =
Applicant - Application Handbook Assurances and Certifications (AP-12)
Description Screen

A zsurances and Certifications: use this screento complete
the required “Assurances and Certifications” for this
application.

1) Click on the “Assurances” link and a window with the
assurance statement will appear. Fead the document and:

Click “Accept” at the bottom of the window in crderto s tioutive Hardlhs:  Attimhian snd Cerifications

2 i - : " 2 Toy tha e o vy andsviecks v Dbl o oida i hi Syt alapioin S aoncation = fna aid dornsc] 1he ool il el bl
COI]EIT[FL Co_mphmce OfthE.' pij.'Ct '\Mﬂl PEdEI’Eﬂ sta1_:|.1tr:”s, et M{';.ﬂn-:a:i By e goErEng Dok ol hs aq:pkm el e ay-:d:m w:‘l-_'mvl-:’ 3:.».11 amw-:u smw:'n.a::e I:L
regulations and requiretnents. Tou must be authorized by | Pt med

Four Qrganizat:ion 111 OI’dE!I’ o C]J.Ck. “.ACEE]_Jt.“ J == Fion Pyt et 0 ol Yo sanistie epoaseeds ViU ksl Bidieg accielance of 1he e of s spplcalion and Yo

Famert [nfapmatimyg stidirtaird of v st of e renessoons: side i this spibation Tre docutect firs e duy i zed by ihe
o body ol The seplcer snad the sppboat will comply wilh T fokosing

2) Click: on the “Certifications Regarding Lobbying...” Btk iz
link and a window with the certfications will appear. Eead
the documert and Click * Accept™ at the bottom of the sty
window it erder to comply with the stated certifications.
Yo must be authorized by your organization m order to =
click “Accept.” bl |

31 Bead the following contact information for the s
organization’s Authotized Bepresentative. The &uthorized i i
Feprecentatire 15 the person legally authonzed to enter ik tio
agreements o behalf of vour agency Eewiew the
information in the following fields and change fnecessary.

4} Eead the staternent and check the boxif the statement 15
cotrect. The indimdual checang thiz boz mustbe the
Aathionzed Bepresentative or an indoadiual delegated the:
attthority by the organization.

2,k - L1 5 |
5) Chcle *Save and Continue™ when you have reviewed 4 [T 1have oxumiis s ndosmaion rowied ers regaring the s scthocsy n ity
Ihmﬂ 1 aamy the sigpnineg stheor iy, of B e dolegeted o dessgoetod foomaey e i sigeing

5 i - . n i
the * Assurances and Certifications” and completed this Tims N S Joos e A o et L
SCIEEL. i application system on behall of this ensdiction. Iformation regarding the signing smborty,

bxlheﬂuhuﬂlnnurm wathor gy, has been placed i o file end s avallsbie on-s#e for immexdisle
T

Done I_ I_ I_ l_ l_ I_ |‘d Local intranet H100% v g
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GMS — Applicant Procedures
Applicant - Application Handbook SF-424 Review (AP-13)

Description

Screen

BF 424 Bewnew Screen; use this screen to review the
nformation you have suppled for the “SE424" form. If
there are areas that need correction or need to beupdated,
click the appropriate button on the left side ofthe screen,

13 Click on the “Print a Copy” link to print a copy of the
wE-424 for vourrecords,

2 Click on “Overview” link on the left side of the screen
to correct inaccuracies about the “Type of Subtmizaon™

33 Click on “Applicant Information” to correct
inaccuracies on yvour “Legal name, Crgarzational Thhit,
Address, and pont-of- contact information.” The potnt-of-
contactmay be different from the authonzng official, and
indicates the person with whesn contact will be tmamntained,

4y Click on “Project Information” to correct inaccuracies

enyour “Emplover Identfication Thanber, Type of

Applicant, Type of Applications” and the “Mame of
Federal Aceney™ that vou are applyving for an award from

5) Click on “Project Information” to correct inaccuracies
in the “Diescaptve Title” for vour project and the areas
affected by the project.

Tribef Orug Cowrt Gramt Program Fizcal Year 2000

=
Swich-Lo ; I

Bgphicatal

Rivirwe SFA24  Prnta Sony |

Applicacien Mandheak.  [AFFLICATION FOR A CATE BURAATT RS [Wpaliars thasitria) T
[FEDERAL ASSISTANCE
A 2: e pabeernon "3 AT RECRIVED W RTATE | lits Appdiaion Hastia)
T e pgliabion BorCondtusiar 3 b
PSS — :v-rf.,m-na. it 4 BETE HECEIVED B FEOERAL | lémaiil ilusitbai
T - S | P AT D MU
Eroiect GRS | R WrARAT ——— i
i Na [omaniatrenat vei
W 3.\-9r|ﬂ- @rlcfm?rm-a' Fsfros Programs
¥ AH- R ey, u::!uam--mulknm v | '
4400 Chase e e hrﬂ.l ok rrorthuin Frecheng thin
ﬁﬂw Fuzie 1000 WH‘MH‘
_ Tithesdy, Cauny J.;\]J[ld:..;l?";l:
Pk S A ! Wyl 08 45000 | ek
& B EMPLOVEN SN T EATION NN R T
A aliia | 1T Btale
L E WL TR OF aRRLILATICN 1 1Al CIF FERERSL nOENLT |
IR D Corurts Progra Office |
HelpBrezonlipdeied 100 EATALOD OF SEDERAL DOMBUTIC ASDINTAUCE ':1+-uﬂcnlrrmi T G AFPRIERT S
Leientiong MUMBER 168 (FnoaECt
— 55/ evtu tivi DRUD COURTS DETRETIORARY GRANT PROTPAM L, ot sbasrtunt

ol 1
kealdr 112 AAELE AFFECTED B PRTUEST
| Batr Taib Conincd PE
|13, PmFasED PRAJEET
Glad Dl

T -aﬂﬁr:lfr-;;‘

Tarusry 15, 2907 ¥ hppliaarg

Erd Suls Tanzany 14,206 RSN, MEDD MDD RSO |

VPR ton rn . WEOT , MDD |

| SSTAMAT D FAibwn
Faeanal

4B 78 AERLEATIEE BURIECT Ty AR |
b 2 TATE EXECUTI CaER 1T
_pROCESSS

{Fiagam raama T T NriE THE ARRLICART DOLMDOENT DN |
mru;m SERET
|D'|'AL i"\'.‘m

|18, 50 THE BERET OF Mv KO COOT AND DELET, ALL mm-mswmunwmuwu:mu-num
mlu emac—u THE DOCUMERT Wk BEEU JuLY ALTHDREE By SOUERRING BEGY OF ToE APELIDANT At TRE
PFRLCAUT WILL COMELY #1TIE THE ATTACHED AESURANCES @ THESSHETARSE IEREOUSED.

Teemmun

Done

[
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Applicant - Application Handbook Submit Application (AP-14)

Description

Screen

submit Application soreen; use thiz screen to bt your
application. MTOTE: ALl information must be fully
complete and your “User Id™ mustbe approved by the
Program Office before the applcation can be submitted )

1y Eewiew thiz field that cominents on the completion of
your application, Inthis example, the Program Manager at
the Program Office has fiot approved your access to the
systern. ¥ our application will be saved but cannot be
subtritted urhl yvou are approved to access the system,
Touwal be notified wia emal when your user id has been
approved.

o) Motice that m this example that the Project Information
1 meomplete. You must then complete all of required
fields m the Project Information section.. Click on the
“Tncomplete” ik to return to the corresponding
incomplete section: The systern will provide vou with more
detailed information about the ttems that are incomplete.

43 Subtmt your application whenvour “UserId” has been
approved and the status of sach requiretent &5 cormplete,

4% Asoure that the status of each recuirement is cotmplete.

5 Chick * Submit Application™ to send the commplete
application to the Program Office at OTP,

L I
Applieation Hasdleak  Subenit Applicstion
e T our user id has nol been upiroved by thi Program Ofice ].
I m T Yo can Sibemt His apokeagon orly whin e falloweng checkist (2 compled. Ok on b Ylncarnplele” link 3
. Rt A datais far e canraspandng incompiets iem
|\ Exdfest Ittt =
e — T  Requiement |
Lt s BT B T = |
Alegnzz Compssne plieant Ipfoimation
! Ing ikt ,P'clsﬂl.nl‘nrmw:m
I :'E!I EE m | C_ﬂ-ll;;.- .‘.-\r..ld-g:m ane Fragram Atachmoris
r C i i =
—a P ey slerlted 1o Ine Assirancés snd Ceddicalions Regarding
B 3F 235 Complede (Lnbtndng Cbarmird Bysoinsion and Ofpr Basonnsiiky
; Hatens; 6ol Drug-Frea Worstace (equiraments:
Soslt Apphiastoy
i rguencls Astad ol PAAY RS UL 00T ApEESan o unhil AN ot iy above conencnE T markee a5 T nimpieher 2.
Qmssnions

Tribal Drig Cowrd Grant Program Fleca! Year J000 mopzaia sy

)

Agplicaiinn Handbanly  Submit Appication

Switeh fo =

T o can Sptapd {0l Appacslian andy whan e inloedng chetkisl s conyplate. Olickon the “nempisie” o

. 'EI'_"M_ = ot o (efas fr e coReannricing niornpEe e 3

S S —— Reguiitamat
i . gram A b
.'Eﬂﬂn. T S A b e Assurances and Camniatons Regarang.
i - Cmtaty Lnfbing, Debamisnl, fuspareinn and iner Respansibing
H Maliarz, #nd Deug-Fren Workplaca rppremanis

SRNEL Apphesen

[

Done
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GMS — Applicant Procedures
Applicant - Application Handbook Application Submission Confirmation (AP-15)
Description Screen
Submisdon Confirmation Sereet this sereen wall confirm
that your applicaton has been successfully subritted to I Tribal Orug Court Gramt Frogram Fiscal Year 2000 i
TP, (NOTE: After the application has been submtted no
changes or edits can be made to the application )

Pepienion (AR ESSHG (R (e (o

13 Click on the “Return to GMS Home” link to return to

i ran PPN, [ (O P .. | Your agplication for the Trbal Ciug Court Sant Program Figcat Year 2000 has beern successfully submitted. Yau will no longer ba
ThE G t Management wpel.jpg (49223 b‘;.-'tes:l ThE.' able to edit any information submited. Sowevar, vou ean lng in any fima to dew the spphication information
ey R m e =

Homepage i3 the page you sa ed the
You will be contactes by the Program Cfice when your appbcation is processed oo any cther action 13 reguered by you.
SyStern.
: o Bolun o GMS Homa Lig 0id
2) Click on the “Log Out? link to log off of the “Grants 1 2

Management Systerm.”

Return to Table of Contents or close this browser window to return to GMS

=
Done I_ I_ I_ l_ l_ I_ |‘:J Local intranet H100% v g
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GMS — Applicant Procedumes
Applicant - Application Handbook Correspondence (AP-16)

Description

Screen

Correspondence Screen: use this screen to send and
recetve email to and from the Program Office. Any emal
sett or recemed becomes part of the offinial grant fle for
this application.

1) View the new correspondence fromi the Program Office
by clicking “Iew Mail.” This is also the default opering,

SCIEEtL

2 View correspendence you have previously sentto the
Program Office by chicking “ Sent Wail.”

31 View old correspondence between the Prooram Office
and yourself by clicking “Old Wail *

41 View “Iail, Date, Sender,” and “Subject” in fus
feld '

51 5end a message to your point of contact at the Program
Cffice by clicking “Send a Message.” This will open a
new frame to the right of the button. The addresses is
already filled in for you. T ou may fillin anyone you wish to
“op ™ i the line below it

&1 Placethe text of vour onginal message in the field

marked “Message.”

7 Fress “Send” to send the mail.

2y Press “Cancel” to cancel the process. The mail will not

be zent, vouwil return to the ongmial screen, and your mad

message will not be saved.

Frstar S Subgack (Clink'to Read Message)

(T ) A R [ EEST Conmpusitrnce eTrer—
Caivespuminnre Send an Emall Message
Mo Bal T Trabal Deup Court Geant Dropam Fizdal Year 2000 Office
Joon Ml e [
T EEm ] Bubjéct: “Re: Spplication Number 2000-2172MD-360
3 T | —
S ZidaMssan & =
HalpFrequentes foked §
Lrarmions
ANELR G
s .
el B
EEnd | Gamed :|

Done

I_ I_ I_ ,_ l_ I_ |!:J Local intranet
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GMS — Applicant Procedwres
Applicant - Main Screen Statms Renmn User (AP-17)
Description Screen
Return User Status Screen: use this screen to review the
status of the programs you are currently participating in.
Click on the “Status” link to begin,

Crruest Munapement System Homepage

All programs you are curentiy parficipating 4 arm Bsted beliw To redoce the sme of program hsting,

13 Select the fiscad “Year™ and the “Solicitation” that you B ¢hopse fuon the following coilirn and press fhe Refrach button

wrant to review by using the pull down lst The systern will A O

dE!E:'ﬂllttO ::Alll!s ﬁyscalm“gYEHfS” and “A]]_“ y Fanng = 1M l?am]ﬂ .:J Soh{nﬂacf.lu _!J_ M
“Solicitations.” Click the “Refresh” button. L Fofe

= . Office of Justics Programs bas many other Rindmg opportimiles teal vou may bie diginie for. Te review
Chatige Pagzwoed . | these opportunities or 10 star 2 wew. application cick on Punding Cpooidies,

21 The systemn will display all programs that match the Log O [ivvog Coust Gt il im0

criteria you selected aboe. Lot o i et e o Oetebier 17,2000
- | Vear | Application Na. | ‘Siatus |mespmm|
i i ; 5 Help/Frequently fstmd B = = : o
3 Click “Compose message” on the speafic application -,,E_:..;,L:um i [ o Apphostiom nat yet |3”“m““w.t 43
25 ; A 5 =, i | 12 -2 A6 H R ! #sl Bared o |
to zend email to the Program Office. See Job Aid AP-16 [P SHDADC B e e W.M
tor moere mformation on sending email to the Program = i
Dffice:

Ay Chick on “Update” or “Withdraw™ to modify or delete
an application ﬂlat has not been submitted. Cliclke
“Update” to remew and make chanzes to this application.
Click *“Withdraw” to completely remowe this specific
application from the system I an application has
previously been submitted you wall see a “View” fnk.
Click “View” to review these applications.

wpel.jpg (76473 b\;tes)|

Return to Table of Contents or close this browser window to return to GMS

< |

Done I_ I_ I_ l_ l_ I_ |‘d Local intranet o0 -
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GMS — Applicant Procedures =

Applicant - Main Screen Applicant Profile (AP-18)

Description Screen
Applicant Profile Screen use this soreen to review the .
information you entered about the applicant Gramt Musiagenont System Homepaga
1) Review the applicat’s Federal “Employer
Igenﬁﬁc?iﬁiihgmdnherﬁ]gj);:’ Ifﬂili:isbpebessart}rﬂfo make | T s Profleinfonmation
b Cllja.t?gt:s. R R PEGGRISRSHAES] Oruaneation ormition
e, = T > 7 |
2) Beview the “Legal Name” ofthe spplicant. it is TR R ! ;
necessary to make changes click “Update Profile” at the: . Charge Pagewond !,ff*:{"_!‘]f_‘_’!g-‘__ AP AV ESEN o e E
bottom of the screen.  See item #7 on the following page. s r-?f"_"f_mm_"'m“ e |
_ - = e IR T 3 S50 e Se |
3 Review the address information for the applicart. It is T i [P :
necessary to make changes click “Update Profile” atthe | “=efscsmmas 1+ clop N i
bottomn of the soreen e | !
4) Review the “User Name?” for the person using the !.tf'”.“"‘f: eSS e | i |
Grants Management System to submmit this applicaton. Ifit (2 sk ettt i |
15 necessary to male changes cick “Update Profile” at :f}’”_'”_f‘l"‘“f‘"f__=_____ o el = = =i R
the bottorm of the screet.. TexgE AppRcATY (othacy -
* Applicans Congrussiansl Distrcn | Congressipnal Dlstaat &7, D
53 Review the _Aul:hoﬁzed Representative’ s mformation SUsrtame e _4‘_';.m.m
starting with “User Prefix.” Tit iz necessary to make Authorized Represeniaive:
‘changes chck “Update Profile” atthe battom of the * Livar eraf 5l
SCIEERL Voo CoEhAPE 3 ! |
# Udar First Maniei ot
* gar Last Hame Sk
-'l',-ﬁ_lﬂj-u'l__ e e L A ..;E-ﬁwl.t.h'\e.ﬁtn:«v-' ; I
¥ Bhgna Mamitee q:samm,‘nm B | S
|'F'-u_H.unrMn ;:wib:-'.m
|.' s E-pall Agdrens: j;mbmmhim‘.l‘.m .
[

Done I_ I_ I_ l_ l_ I_ |‘d Local intranet H100% v g
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@?: ad I& https: f{grants.ajp.usdaj.govigmsHelp/AP-19, html
ﬂ? ohe ggl '| @Grants.gnv

,c":; GMS Online Help System - AP-19 - Microsoft Internet Explorer provided by U.S. Department of Justice

| @ GMS Online Help System ... X | |

GMS — Applicant Procedures
Applicant - Main Screen Change Password (AP-19)

Description

Screen

Change Password Screen: use this screen to change your
password. Eemember that the passwords are all case
sensitive,

1) Click on “Change Password” at the left of the: screen.

2) Enter your “0ld Password” (NOTE: the Password

characters will appear on the screen as *s)

3y Enter your “New Password.” (MOTE: the Password

characters wll appear on the screen as *3)

4y Confirm vour “New Password” by re-entering the
Dagsward. INOTE: the Password characters will appear

onithe screen as *)

53 Click on “Change Password” to complete the
process,

pEtnifrequenty Asked
Qippalipns

Griant Wanagemont System Homo Pags

Chanie Passvird

1 To change wogr passwaord, plaase anteryout oid and newy passwords b the appropriaie et bowes balow Your

new pateword needs o be atteast & tharaolers long

2 50111 Passvend ii—

e o J——

4 :-:unfmuawpasmﬁ [
5 Changs Fassword |

Eeturn to Table of Contents or close this browser window to return to GMS

[

l_ ,— ,— l_ l_ l_ |\:J Local intranet

21

o 100%

Y



Iff GMS Online Help System - AP-20 - Microsoft Internet Explorer provided by U.S. Department of Justice = |5 Iﬂ

@‘C-_: - |g, https:/fgrants.ojp.usdoj.gov/gmsHelp/AP-20, html j| ﬂ “?; _.K_ ILive Search P_:'_

W ke ggl v| & Grants.gov | & G5 Online Help System .. X | | - - () v o Page - (O Tooks +
GMS — Applicant Procedures =
Applicant - SF-424 Forgolien Password (AP-20)
Description Screen

Fargotten Password Screen: use this soreen to asast vou if

wvouhave forgotten of misplaced you password, Grant Management System Homepage

1} Click on the “Forgotten your password?” lnk at the
beottom of the “Applicant Sign In" page. A new window
will appear on the screen

_ Applicant Sign In
2) Fill inthe mandatory felds onthe sereen and the GIS

Support Office will call you with further assistance. Orif
vouprefer, you may call the GMNE Hotline at 1-888-549-
8901,

Lsat IFl:E-m

Fasswrd:

3 Select your State frorm the pull down menu.

Eirst Time User? Eargotien your password?

41 Enter wour email address as t appeared on vour user

- Fosgotten Password - Netrcape HE B |

R e Edd View [o Coreunicolo el
5y Chick the “Email™ button to send the mfprmation to Foraatten wour passwond?
E it ﬂf; ¥ 1 - ) y:

. and thB Cth Cll]SE Wmduw’ 3 FIOSE thE.' + Enterthe information requested anidthe GRE SBuppor Oflce stafwall
window Wait for GMS to contact you wia telephone with il ¥ou it further assistance. I1you prefer, o may conset he GME
yOur password Huoline at 1-8&8-349 9500 option S90r & few password

*Mandastary felds

2.‘.' Elrwe Hamn |

® Lagt Mame l

o T = [ |

* isgahization |

<ty |

3

- |Eetecta Sate =

4
e | LI

al intranet A% v g

Done

Emal|  Slesewindow | ?
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,f_"- GMS Online Help System - AP-21 - Microsoft Internet Explorer provided by U.5. Department of Justice = IE’ |5|

@: - |g https:/jagrants.ojp.usdoj. govigmsHelpfaP-21, htrnl ﬂl__%J 4[| 3¢ ILive search o~
ﬁ “-rRi' 88' v| @Grants.guv | @GMS Online Help System ... X | | @ - - Eéa - i-_;}’Eage - Q} Tools
GMS — Applicant Procedures
Applicant - Sign In Error Messages (AP-21)

Description Screen

Bign In Error Wessage Screen: Uze this screen to cotrect

errors received at login. -f_‘\ Y g —

\ : Cranss daxegemens System

1) Eeadthe error statement that appears due to an Invalid
Login Attempt  Click “Go Back™ to return to the
“Applicant Sign In” page and then enter the correct
“Tser ID” and “Password.” Eemember that the “Ilser
ID* and “Password"” are case sensitive. Tou can venty
your password by clicking on the “Forgotten your
password?” link on the " Applicant Sign In" page. If
the error still persists after entering the correct “User
ID” and “Password,” please contact the Help Desk at
1-888:549-9901 o send an email to ojpi@ojpusde] poyw.

2} Enter yout current “Password.” To help ensure a
secure system, your “Password” will expire every 60
days and vou will be prompted to create a new
“Password.”

|wpel .jpa (96770 bytes)

Vourreguest carinot be pracesged forihe follwing teseone

[owabd Login Attempt Please vonfir that you are usmg the comect USER D and Passorord

If the ervor ahove persizts, please contact the Gramt Management Help desk at ojpigteip.usdoj gov or 1 $88 549 9901

o Bk | 1

Qs af fiestics Progroms S =
Crramis Monwagemens Spsten ‘

Z) Enter a new “Password” that.is different from your
-current “Password.” Eemember, the “Password” must
beaminimum of 8 characters long and must not begin
with a number.

4) Confirm the new “Password” by reentering it in the
field Eeenter exactly the same “Password” as you
entered in the “New Password” field

5) Click on “Change Password” to submit the new
“Password” and to log on to the system.

* Rememher to record your new password for your
records. Also remember that the password is case
sensitive.
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AP-21 - Continued

3 If wou receive the error message pictured here, you
have selected a“User Id” that has already been assigned

in the system.

T3 Click the “Go Back” button to returnn to vour
registration infermation screen and select a different
“UserId.”

Office of Aubies Progmmms

Yaour reqaesd caninal be processed for the fllowing resons

This User 1 you bave closen i Srezdy m uze Please sdecta new User 14

1 ike exvor shove persists, please contacd the Grant Management Help desk ai ojpicdeip usdejgover | BEE 549 9901

MM-I'}'

R stiirn to Tahle of Contents or closs this hrowreer window: to retin to GATS

l_ l_ l_ ,_ l_ l_ |\:_-J Local intranet

Done
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