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Rural Summer Legal Corps Grant
1. Qualifying and Creating the Application

To begin, GrantEase users will move to the Opportunities tab in the top tier tool bar.

w As a Grantee v e v ]‘.’,ASC :

Grants Management System

(@ GRANTEASE

€ # | Opportunities  \pplications ¢

Q, Search
Task Summary By Due Date

My Feed
& ies 0 Late o
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Reassign Tad

Opportunities Tab

™ Activities My Top 5 Awards =

Organization -
@ Recently Viewed -
DEMO RSLC

Upcoming Funding Opportuni... X

Amount
°

DEMO RSLC

Total Committed

Volunteer Lawyers Projec..
] 10 1 12
Next 6 Months

Vokunieer Lawyers Piojed Total Awarded Amount

REI Test LRAP Announce.. Balance

Carry Forwarded

@ Net Spent
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UAT Basic Field Competi...
UAT Basic Directed

S8 Full

DEMO

Figure 1: Image of the Home Screen in GrantEase
Then, in the left-hand side bar, users should locate the Not Yet Qualified tab.

Once in the Opportunities tab users will locate the “Rural Summer Legal Corps Grant”
opportunity and select the green eyeball icon to begin the grant application.

Amers
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Grants Management System
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UAT Basio Direcied I AN--036 RSLC TRAINING ANNOUNGEMENT Competitive No 09/15/2020 10/31/2020 Published I

Figure 2: Image of the Opportunities Tab and Not Yet Qualified Opportunities

Qualifying for the Opportunity
Begin by qualifying for the grant by clicking on the “Qualify” button on the top right-hand side.
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Figure 3: Image of the “Qualify” button for RSLC Application Form

Creating the Application

After qualifying, users will then create the application by clicking on the “Create Application”
button.
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Figure 4: Image of the “Create Application” button for RSLC Application Form
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Figure 5: Image of the Rural Summer Legal Corps Application Form Introduction Box

Once users have created the application, they will be asked to denote a contact person in the
Applicant Contacts box for the RSLC grant.
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Figure 6: Image of the Applicant Contacts Box

Remember if the name of the contact does not appear in the list once typed in the search box, this
means the individual must be added in the Grantee Profile.
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If the name is already added, a pop-up box will appear, and the user must click on SELECT next
to the respective contact name.

Contacts x
Full Name Organization Type Email Actions
Test Name Volunteer Lawyers Proj... Recipient test@yahoo.com Select
Joanna Allison Volunteer Lawyers Proj... Recipient jallison@yopmail.com
Ashley Gomez Volunteer Lawyers Proj... Recipient none @yopmail.com Select
Claudia Rivera-Gruvis Volunteer Lawyers Proj... Recipient criveragruvis@yopmail....  Select
Ashley Lara Volunteer Lawyers Proj... Recipient alara@yopmail.com Select
Karla Mojica Perez Volunteer Lawyers Proj Recipient kmojicaperez@yopmail....  Select
Katherine Bryce Volunteer Lawyers Proj... Recipient kbryce @yopmail.com Select
George Huynh Volunteer Lawyers Proj... Recipient ghuynh@yopmail.com Select
Victor Rivera Colon Volunteer Lawyers Pro;... Recipient vriveracolon@yopmail.c...  Select
Hardy Jean Volunteer Lawyers Proj... Recipient hjean@yopmail.com Select
Show 1p < Entries Total records: 35 Page 1of4 P pH

Figure 7: Image of the Applicant Contacts Pop-Up Box

Certifying Application Accuracy
Applicants should then agree to the “Accuracy Acknowledgement” for grant application by
checking the “I Agree” box.

LSC America’s Partner
for Equal Justice

LEGAL SERVICES CORPORATION

@ GRANTEASE Grants Management System

w As a Grantee v e v

Opportunities = Applications 9

Q, Search
a Applicant Contacts

If you are not able to find the staff member's nar|
Additionally, If the contact phone number or em

mber and email address to your Grantee Profile.
file

Application Accuracy
Acknowledgement

= Tasks

ct the individual who will serve as the contal 1 Phone Number

Tasks =

Pending Tasks
Gompleted Tasks

™ Activities =

*Please select the individual who will be responsible for Contact email address Contact Phone Number

Joanna Allison

Opportunities -
Not Yet Qualified
Qualified

w Application Overview
GConverted to Application

(@ Recently Viewed AT

DEMO 3

RSLC TRAINING ANNO... | here by certify that the information Submitted By Submitted On
provided as part of this application

DEMOESEC submission is accurate and complete.

DEMO RSLC

Volunteer Lawyers Projec...
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Figure 8: Image of the Application Accuracy Acknowledgement Checkbox

Finally, users must click on the “SAVE” button to move on to the next steps.
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Figure 9: Image of the “SAVE” Button for Application

2. Beginning the Application
As with the Basic Field Grant application, the Rural Summer Legal Corps application requires
that applicants complete a simple series of questions in the GrantEase system.

To begin the application process, users should review the Overview tab to ensure all information
is accurate.

LSCl:
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Figure 10: Image of the Overview Tab in RSLC Application

The next step is to begin the RSLC base application. Users will click on the Attachments Tab.
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Figure 11: Image of the Attachments Tab of the RSLC Application

The Rural Summer Legal Corps application will be under the “All Forms” section.

To “View” the form without making edits, users should click on the green eyeball. To “Edit” the
application, users should click on the blue pencil icon.
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Figure 12: Image of the RSLC Application Form, View Icon, and Edit Icon

3. The Base Application Form

The RSLC Base Application form follows a similar format as previous GrantEase forms.
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Question Logic

Questions in the application may be conditional, meaning that if users answer “Yes” to one
question, they will be required to answer additional questions. For example, if a user answers
“Yes” to question number 1. “Have you hosted an RSLC fellow before?” they must proceed to
respond to question 1.1 and 1.2.

For Question #2, if you have TWO or more fellows working on the same project only ONE
application need be completed. You must submit a separate application for each distinctive RSLC
project.

@ Grants Management System

> | # Opporuniies  Applications  §

Figure 13: Image of the RSLC Application Form Conditional Question #1
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Figure 14: Image of the RSLC Application Form Conditional Question #1 Dropdown
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Figure 15: Image of the RSLC Application Form Questions #1 and #2
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@)
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Figure 16: Image of a RSLC Application Question with an Information Icon

These icons will help explain the details of each question; please read them thoroughly to
understand what each question is asking.

Location Designation

For the section that asks grantees to denote the location where the fellows will be located,
applicants must click on the “Add/Update Office Location” button.
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Figure 17: Image of the RSLC Fellow Location Section of the RSLC Application

After clicking on that button, a pop-up box will appear, and users must search among their
existing office locations to designate where the fellow will work. If a user would like to add
another location, they should select the “Add Location” button and complete the same steps.
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Add / Update Office Location

~ Location Add Location Button =
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* Records are sorted by Last Modified Date ASC
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No Records Found

Figure 18: Image of the RSLC “Add/Update Office Location” Pop-Up Box
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Actions

Location

e x

Please enter 1 or more character

Figure 19: Image of the Location Entry Box in the “Add/Update Office Location” Pop-Up Box

To conclude, users should click on the “SAVE” button and move on.

Add / Update Office Location x

4 Location Add Location =

Please indicate where each fellow will be located:

Location SAVE Button

Date ASC

[ searc x

Please enter 1 or more character

Figure 20: Image of the “Save” Button for the Location Entry

4. Completing the Application

Saving the Completed Application

Once all questions have been completed, users should click on the “SAVE” button in the top or
bottom right-hand of the screen.
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Figure 21: Image of Saving a Completed Application with the “Save” Button

Users will then receive a green notification that lets applicants know that the form has been
saved successfully.
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Figure 22: Image of the Successfully Saved Application Message

Application Form Validation
After saving the application, user will proceed to validate the form.
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Figure 23: Image of Checking the Application Using the “Validate Form” Button

After clicking on the “Validate Form” button, an error message will appear if there are any
missing components or errors; they will need to be rectified in order to move on.
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Figure 24: Image of the Application Validation Error Message

Once validation errors are addressed, users will see a check mark and receive a message that the
form was successfully validated.
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Figure 25: Image of the Successfully Validated Application Message

Application Submission
After validating the form, users should click on the “BACK” button to return to the main RSLC
application screen.
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Back Button

Figure 26: Image of Navigating to the Main RSLC Application Screen Using the “Back” Button

On this screen, users will proceed to select the “Submit to Grantor” button.
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Figure 27: Image of Submitting Application to the Grantor Using the “Submit to Grantor” Button

Remember, if there are missing components or if any sections are incomplete the system will not
let the user submit the application.

Once the application is submitted, the status bar will indicate that the application review has been

initiated.
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Basic Field Grant Award Letter

1. Locating Your Grants and Awards
To view Grant and Award information, first, log in to the GrantEase portal.

Once logged in, users should click the Grants Tab in the top navigation bar.

wmaﬁmnleev 0" ];‘Sg .\“
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Figure 1: Image of Navigating to the Grants Tab on the Home Screen
Here users will see a table labeled Grants.

This table displays the grants users have received from LSC from the date of the launch of
the system (2021 grants and beyond).

Clicking on the double arrows allows users can filter the view by the listed criteria.
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Figure 2: Image of the Selecting the Quick Filter Dropdown Arrows on the Grants Tab

To view an award, choose Grants All or Grants Active.
e “Grants All” — will show all grants regardless of if they are closed, rejected, active
or pending award.
e “Grants Active” — will show ONLY active grants (not last year’s closed grants)
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Grants Management System
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Figure 3: Image of Quick Filter Options and Selecting “All” or “Active” Grants
If there are a large number of grants, users may wish to use the filter feature to filter down

to a particular grant program.

To do so, users should click the funnel icon in the right corner of the section to open the
filter criteria.

Project Period # of Awards Award Amount  Active Award Status Actions
112021 - 12/31/2021 1 $12,000.00 AD-0011 Active @
1/1/2021 - 12/31/2021 1 $12,000.00
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11172021 - 1273172021 1 $12,000.00

1/1/2021 - 12/31/2021 1 $12,000.00 Draft @

Figure 4: Image of Selecting the Filter Icon to Find a Specific Grant

Users can then filter by Grant Title, Operator, or Value. They should click the plus (+)
icon under the Action column after entering the grant information.

w As a Grantee ~ e ~ ,L,S?‘ o

Grants Management System

4 Opporunities Applications | Grants  Monitoring  Closeout [ =»

- Grants - All ¥

Column Name Operator

EGMS ID v Contains
EGMS ID Grant Title ‘Grantor Organization Project Period # of Awards Award Amount  Active Award Status Actions
GT--00010 PICK_ME BFG DIR... Legal Services Gorporation 1172021 - 12/31/2021 1 $12,000.00 AD-0011 Active @
GT--00018 PICK_ME BFG DIR... Legal Services Corporation 1A1/2021 - 12/31/2021 1 $12.000.00 Draft -

Figure 5: Image of the Filter Information Columns, Adding Filter Icon, and Deleting Filter Icon
If a user wants to close the filter, they can simply click on the funnel icon a second time.
If a user needs to delete a filter, they should click on the red “X” under the Action
column.

If there are a lot of grants listed, users can also use the search feature to find the grant they
are interested in.
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Figure 6: Image of Selecting the Search Box to Find a Grant

To do so, users should type identifying information into the search box and click on the
magnifying glass icon to get their search results.
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Figure 7: Image of Selecting the Magnifying Glass Icon to Search for a Specific Grant

Once users have identified their Grant, they can navigate through the grant to the award by
clicking on the green eyeball icon in the Actions column of the Grants table.
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Figure 8: Image of Viewing a Grant after It Is Found

2. Grant Information
Notice that there are several tabs associated with the Grant.
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The information contained on these tabs is updated as there are changes and/or updates to
a grant.
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Figure 9: Image of the Grant Information Tabs

The tabs include:

e Overview: This is information about the Grant Program (in this case the FY21
Basic Field Renewal program).

e Award: This is information about the Award (or awards if your original grant was
amended), including a link to the signed award letter (if applicable).

e §$ Actuals: This is information about the total amount paid to a grantee
organization for this grant.

e Requests: There are not likely to be requests made at the grant level (most are
managed at the award level), but they would be located here.

e Management: This is information related to required progress reports (this would
include milestone type reporting, not reporting on SGCs, etc.).

e Attachments: This will include documents that users submitted as part of their
application.

e History: This is the history of the grant information.

3. Award Information
To view the 2021 Basic Field Grant Award and all associated information, users should
click on the Award Tab.

There, users will see their Basic Field Grant Award.
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Figure 10: Image of Navigating to the Award Tab

To find out more details, users should click on the green eyeball icon.
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Figure 11: Image of Selecting the View Icon for an Award

Once users have clicked on their award, they will see many tabs. Each of these tabs is
associated with the Award.

The information contained on these tabs is updated as there are changes and/or updates to
your Award.
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Figure 12: Image of the Award Information Tabs

The tabs include:

e Overview: This is information about this Award (in this case the FY21 Basic Field
Renewal award)

e §$ Actuals: This is information about payments made to you for this award (this
will include any payments being currently processed for distribution and any
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payments made in the past). This is a tab that you will be interested in visiting
often.

e Management: This is information related to any amendments that affect this
award.

e Terms: This is information related to a grantee’s payment request schedule,
progress report schedule, Special Grant Conditions, and the Terms and Conditions
related to this award

e Performance: This is the repository of progress reports grantees have provided to
LSC (if applicable) related to this award.

e Attachments: The award letter (if applicable) and any documents that your
organization submitted as part of your application will be located here.

e History: This is the history of the award information.

e Collab: This will be a convenient place to communicate directly to LSC staff
about this award. The training for this process will be deployed shortly by LSC.

To find the Basic Field Grant award letter, users should click on the Attachments tab.

@ Grants Management System

)‘« Opportunitios  Applications | Grants | Monftoring Clossout 4% ¢

Aveart
PICK_ME BFG DIRECTED

oxmo

EaMS 1D Status Gran Budget Period
AD--0011 Activated GT--00010 1172021 - 12/3172021

Bowronw  SAcuss  Diamgemert  WTarms  FWpodomance Dhisoy ot

- Award Information

Award Tiia Award Type
PICK_ME BFG DIRECTED Initial

« Grantee Information

Grar ization Address

91735 Telegraph Avenue Oakland, CA, 94612, USA Nen-Profit Organization

Em Primary Phorie Numbor
94-1631318 (333) 245-2345

Figure 13: Image of Navigating to the Attachments Tab

The first table users will see is entitled Award Letters.

@ Grants Management System
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Figure 14: Image of the Award Letter and Digital Signature Document Tables

To view a signed award letter, users should click on the View link to open the signed
PDF.

37



Grants Management System

Award

(]

#  Opportunities

W Overview

PICK_ME BFG DIRECTED

Applications | @Grants Monitoring Closeout &% @
Status Grant 1D Budget Period
Activated GT-00010 11172021 - 12/31/2021
L " O L )
Croated Sent to Granteo Accoptod Activated ™
$ Actuals [# management M Terms = performance @ Attachments D History Ry Collab

= Award Letters

Executive Director

Adobs Sign Agresment Gonevieve Richardson

Board Chairperson Send On Behalf Of

Robart Goodin GrantEasa Support

Signed Document

* Records are sorted by Last Mod/fled Date ascending order

Agreement Status.

 Digital Signature Document

File Name
Adobe Sign Agreemant - signed.pat

Adobe Sign Agreement - signed.pdf

~ Supporting Documents Checklist

@ covGranes

Created By ID Created Date

manu admin 11/09/2020 12:33 PM

manu adrmin 11/09/2020 12:34 PM

Terms of Usa | Privacy Policy

“ Records are sorted by Last Moditied Date ascending order
Actions
O
o

Figure 15: Image of Selecting the View Icon for an Award Letter

The award letter will open in a new window.
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Figure

16: Image of a Sample Award Letter
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Grantee Activity Report

l.

Updating the Grantee Profile

The Legal Services Corporation (LSC) Grantee Activity Report (GAR) is the largest and
longest-running data collection effort on civil legal aid in the United States. Since 1976,
LSC has recorded and reported data from grantees in a variety of ways. Grantees report
these data using automated reporting forms in the LSC Grants online reporting platform
each calendar year.

Calendar Year (CY) 2020 Grantee Activity Reports are due to LSC by March 1,
2021.

The CY2020 GAR Guidance Manual provides substantive information regarding all the
2020 GAR data submission requirements. The Guidance Manual and additional resources
for the 2020 GAR reporting cycle can be accessed on the Grantee Activity Reports page
on the LSC website.

Navigating to the Grantee Profile

If users recall earlier on in the introduction of GrantEase we asked new users to navigate
to their organizational Grantee Profile to provide organizational updates and staff contact
updates. The first step in successfully completing your Grantee Activity Report in
GrantEase is to update this grantee profile and add more details, needed for the
completion of the GAR.

Begin by navigating to the left-hand side bar and locating Grantee Profile under the
Activities tab (users should be sure they are on the HOME screen).
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Figure 1: Image of the Home Screen and Grantee Profile tab in the Side Bar
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https://www.lsc.gov/grants-grantee-resources/grantee-guidance/grantee-activity-reports

This is a very important first step in completing your GAR. In order for LSC to have the
most accurate information possible, we ask that users ensure that all data is up to date as
of December 31 of the GAR vear.

Updating Office Information

Once on the Overview tab, begin by scrolling down to the Offices section of the Grantee
Profile.

@ GRANTEASE Grants Management System ” As & Grantee + 0 . LSC
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Figure 2: Image of the Overview tab on the Grantee Profile

In this section, users will find each office location that was entered previously (all
locations where any work is being conducted). If users do not see offices listed, they must
click on the NEW button and proceed to add offices (this process is detailed in the Micro-
module titled Grantee Profile).

a

o
Grants Management System w As a Grantee + 9 - l_, C

#  Opportunities  Applications  Grants  Monitoring  Closeout €%

Grantee Organization
Volunteer Lawyers Project of the Boston Bar Association

goxNo,

Status EN Granies Number
Active 22-2486215 122007
W Overview ¥ Grants [3) Other Grant Information a2 Oversight R Attachments &y Collab

~ Organization Primary Address
~ Organization Contact Information

~ Additional Information

Address

Office Name 4 City Phone

Person in Charge Status Actions

Eastern Region Legal Intake 105 Ghauncy Street, Suit Boston MA (617) 391-8158 Lola Remy, Esq, Active @ &

Test Office test street Test Gity AZ (612) 224-1444. Bob Active > &

Test Office

2534 Test address

‘Washing (240) 777-7777 Test Attorney Active @ &

Volunteer Laywer's Project of B... 7 Winthrop Square, Floor 2 Boston MA (857) 320-6456 Joanna Allison, Esq. Active @ &

Total Records: 4

Figure 3: Image of the Offices Section of the Grantee Profile and the New Button

NOTE: Office information is pre-populated for all grantee offices reported on the prior
year’s submitted GAR forms. The section lists the names and locations of all offices, office
open and close dates, and the name, contact, and regular full-time working hours
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for the supervisor of each office. Pre-populated fields should be updated if they contain
information that is no longer relevant or accurate.

o [fa grantee received funding for the first time in the current GAR reporting year, the
office information will not be pre-populated. In such cases, the grantee must create
and complete a new office entry.

o [f a grantee received funding for an additional service area for the first time during
the GAR reporting year, the grantee should add any relevant office information for the
acquired service area.

To edit office and staffing details for an existing office that are new to the GrantEase
system, users must click on the blue pencil icon next to each office location and complete
the following fields new to the GrantEase system:

e Office Type which includes denoting if this is the Main office or Branch office,

o All grantee organizations must submit OQNE main office in order to submit
the GAR application.

e Person in Charge of that office branch,

e Regular Full Time Work Week Hours (for example, 9am -5pm),

e Status (this denotes whether the office is active or inactive),

e Open Date of the office,

e And Close Date of the office if the status of the office is inactive.

& Grants Management System w As a Grantee ~ @ ~ LSC‘ &
Lias. gen

(T}

# Opporlunities  Applications Grants Monitoring  Closeout

Grantee Organization
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W Overview ¥ Grants [21 Other Grant Information |+~ Oversight @ Attachments W Collab
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- Offices

Office Name Address City Phone Person in Charge Actions

Eastern Region Legal Intake 105 Chauncy Street, Suit...  Boston (617) 391-9158 Lola Remy, Esq. i @ &

Test Office test street Test City (612) 224-1444 Bob
Test Office 2534 Test address Washing (240) 777-7777 Test Attorney
Volunteer Laywer's Project of B 7 Winthrop Square, Floor 2 Boston (857) 320-6456 Joanna Allison, Esq.

Total Records: 4

Figure 4: Image of the Edit Icon on the Offices Section of the Grantee Profile
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« Required for Save Required for Submit

Office Information

*Office Name *Office Type
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94612 (510) 663-4755 Genevieve Richardson
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Clased Date

11/17/2020
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Figure 5: Image of the New Office Location Pop-up Screen

Users should select the SAVE button once all new data is entered. This process should be
repeated for each office location.

2020 GAR Reporting Guidance

General Reporting Guidance regarding Offices and accompanying revised definitions can
be found in the 2020 GAR Guidance Document.

Updating Staff Contact Information

Users will then proceed to Staff Contacts. To provide the most detailed and up to date
information, begin by making sure that ALL staff contact names are present. This
information has been pre-populated into the GrantEase system, but we ask that users
verify that all staff have indeed been imported.

NOTE: Office Staffing information is pre-populated for all grantee offices reported on
the prior year’s submitted GAR forms. The section lists up-to-date, comprehensive data

about grantees’ workforces. Pre-populated fields should be updated if they contain
information that is no longer relevant or accurate.

o [fa grantee received funding for the first time in the current GAR reporting year, the
office staffing information will not be pre-populated. In such cases, the grantee must
create and complete a new set staffing entries.

o [f a grantee received funding for an additional service area for the first time during

the GAR reporting year, the grantee should add any relevant office staffing
information for the acquired service area.
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Figure 6: Image of the Organization Staff Contacts Section of the Grantee Profile

After you have added any NEW contacts, begin to update each pre-existing staff contact
with fields recently added to the GrantEase system, but familiar from prior GAR
reporting years.
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designation, go to your Grantee Profile and use the Key Staff Designation dropdown to identiy this individual.
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Figure 7: Image of the New Button on the Organization Staff Contacts Section of the Grantee Profile

It may be worthwhile to download an Excel spreadsheet of all Staff Contacts to see which
require updates and which do not. To do this, click on the “Export New Staff Contacts”
button.
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Figure 8: Image of the Export Staff Contacts Button on Staff Contacts Section of the Grantee Profile

Then, click on the downloaded spreadsheet to open it.
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Figure 9: Image of the Downloaded Staff Contacts File
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Figure 10: Image of the File Extension Warning from Opening the Excel File
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Figure 11: Image of the Opened Organization Staff Contacts File

Once users have identified contacts which need editing, they should begin the update process by
clicking on the blue pencil icon next to each staff contact name.
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Figure 12: Image of the Edit Icon on the Organization Staff Contacts Section of the Grantee Profile

A pop-up screen should appear. On this screen, users will need to scroll down first to the section
labelled “Contact Information.” Here, they will enter in the following information: Birth Year,
Gender, Race/Ethnicity, and Language. (See GAR Guidance for relevant definitions.)

~ Required for Save

- Contact Information
Organization Prefix “First Name Middle Name

Bay Area Legal Aid --None-- ~

“Lact Namo Suffix -Email “Phonc

--None-- ~

P S—— ~rote ~Otfice  Station Ee—
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~Gender “Race / Ethnicity “Attorney
o ves

—-None-- --None-- ~
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“Languages

O Ne
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00 - English
- Aam

-—>
>

Figure 13: Image of the New/Edit Organization Staff Contacts Pop-up Screen

Then, users should complete the two new data entry sections: Employment Details and
Experience and Service Areas.
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For the first section, Employment Details and Experience, please complete all sections
(each is marked with an asterisk) including: “Annual Salary”, “Hours Per Week”, “Annual
Other Compensation”, “Start Date”, “Years of Experience at the Grantee”, “Years of
Experience at the Job”, and the “Years of Professional Experience.” As a reminder, if the
staff member is no longer working at the organization, please select “Resigned” in the

Status box and put the last date of employment in the field labelled “End Date”. (See GAR
Guidance for relevant definitions.)

Edit Contact

11 - Other West Germanic languages
- Seandinavian languages
- Other Slavic languages
- Other Indic languages
- Other Indo-European languages
- Other Asian languages.
- Other Pacific Island languages
- African languages

- Details &
“Annual Salary

32,225.00

-Start Date
3/25/2019
-Years Experience - Grantea

a

-Statt Centact Status

Gurrent Statf

= Service Areas

o =
ordor

* Records are soried by Created Date descending

Service Area Service Area % Actions
00010 -50.00% & X
00017 37.00% * X

Total Records:2

Figure 14: Image of the Employment Details & Experience Section of the Staff Contacts Pop-up Screen

Next, users should scroll to the Service Area section where they will be required to assign
a percentage of time equaling 100% where the employee works.

Edit Contact
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12 - Scandinavian languages
13 - Other Slavic languages
14 - Other Indic languages
- Other Indo-European languages
- Other Asian languages.
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“Hours Per Week “Stan Date

3/25/2019

-Staff €

- Service Areas -

order

* Recards are sorted by Created Date descending

Service Area Service Area % Actions

00010 -50.00% & X
00017 37.00% & X

Total Records:2

|

Figure 15: Image of the Service Area Section of the Staff Contacts Pop-up Screen

Please indicate the percentage of time that each staff person spends on activities related to
each service area (e.g., Basic Field, Agricultural Worker, Native American) for which the
grantee receives funding. These percentages should add up to 100 for staff persons who
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spend all their time in LSC-eligible activities. For staff persons that do not spend all their
time on LSC eligible activities, these percentages should add up to less than 100.

Add Service Area x

» Required for Save Required for Submit

Overview

*Service Area

<=

“Service Area %

Figure 16: Image of the Search Bar on the Add Service Area Pop-up Screen

Service Areas

Actions
<

Total records: 1

Figure 17: Image of the Select Link in the Add Service Area Pop-up Screen

Add Service Area x

= Required for Save Required for Submit

Overview

*Service Area

00050

*Service Area %
s0 -

Figure 18: Image of the Percent of Time Worked Section of the Add Service Area Pop-up Screen

If, for example, a staff person spends only 50% of his/her time on LSC-eligible activities,
the sum of the percentages entered should be 50%. If a staffer spends no time on LSC-
eligible activities, enter 0.

47



2020 GAR Reporting Guidance

General Reporting Guidance regarding Staffing Information and accompanying revised
definitions can be found in the 2020 GAR Guidance Document.

Updating Subgrantee Office Information
After updating ALL staff contact fields, users should move onto the Subgrantee Office
section. Here we ask that users check and update all subgrantee office locations including
reviewing the address of the subgrantee and all other required information.
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Figure 20: Image of the Subgrantee Organizations Section of the Grantee Profile and the Edit Icon

Although the Subgrantee Start Date and End Date (if inactive is selected) aren’t required,
LSC would like to have that information.

48


https://lsc-live.box.com/s/wevozu9q8d445dwbxjrv3t57dm6af31d
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Figure 21: Image of the Edit Subgrantee Organization Pop-up Screen

As a final note, if a subgrantee organization is NOT present, please click on the NEW button to
add that subgrantee organization by filling out the same fields as mentioned above.

@ Grants Management System

Q  Subgrantee Organizations =
. Q]
@ gl g1 g Primary Phone Subgrantee Intake Phone Subgrantee Subgrantee Fax Status | Actiona
Olglnlzlﬂon Address Email Number Number Website Number
£ orgx L‘;ﬁ"‘ (S s @emalc...  (666) 666-6666 (555) 555-5556 wwvew website.com Ative & @
REI Test Si‘:"s' REITest. @ itest@yopm.. (345) 7834753 (349) 8758348 Ise.gov (394) 850-3845 Atve & @
Total Records: 2
a Service Areas =
= E ke

»  # Opporiunities  Applicalions Grants  Monitoring ~ Closeout ¢

EGMSID % Title Created By Current Grantee Organization Status  Type Primary State Most Recent Year in Competition Next Year In Competition
00143 NWY-1 Peter Larsen Bay Area Legal Aid Active Native American WY 2018 2022
00033 IL-6 Peter Larsen Bay Area Legal Aid Active General L 2018 2022
00017 CA-28 Peter Larsen Bay Area Legal Aid Active General CA 2020 2023
00010 CA-1 Peter Larsen Bay Area Legal Aid Active General CA 2020 2023

Total Records: 4

w As a Grantee v e v

LSClamsiiu

LEGAL SERVICES CORPORATION

Figure 22: Image of the New Button on the Subgrantee Organizations Section of the Grantee Profile

2. Staff Case Services (and PAI Case Services if applicable)

Accessing the GAR
To access the GAR forms, begin by clicking on the Grantee Profile, followed by selecting
the Oversight tab.
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Figure 1: Image of the Home Screen and the Grantee Profile Tab
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Figure 2: Image of the Oversight Tab on the Grantee Profile

Once in the Oversight tab, users will see a section called “Grantee Activity Reports”.

In this section, users will find their respective GAR link(s) organized by

the “Schedule Name,”

“Performance Period Start Date,”
“Performance Period End Date,”
the “Date that the Progress Report or GAR is Due,”

the “Status,”
“Created Date,” and
“Actions to be Taken.”
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Figure 3: Image of the Information Columns of the GAR Reports

To simply view the GAR reporting forms without editing, users should click on the green
eyeball icon.

To begin editing the GAR reporting forms, users should click on the blue pencil icon
next to the GAR.
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Figure 4: Image of the GAR Section of the Grantee Profile and the View and Edit Icons

The Overview Tab

Begin by reviewing the Overview tab. This Overview tab will provide details on the

GAR process and components.

As a reminder, The LSC Grantee Activity Report or GAR in the new GrantEase system
consists of a series of forms and sections that collect information at two different levels:

grantee and service area.
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Figure 5: Image of the Introduction Section on the Overview Tab of the GAR Reporting Forms

Below the information about the GAR, users will find links directly to supplemental
videos, GAR FAQ’s, online form definition and requirement links, and contact
information. Users can click on each link to learn more.
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for Equal Justice
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The LSC Grantee Activity Report consists of a series of forms that collect information at two different levels: grantee and service area. Grantee-level forms solicit information on other services provided, additional information relating to cases, and the
grantee’s centification that the staffing and office information in the grantee profile is accurate. Service area-level forms solicit information on Expenses, Revenue, Gase Services, Open Cases, and Demographics each service area—Basic Field,
Agricultural Worker, Native American—for which an LSC grantee receives a grant. In addition, Private Attorney Involvement (PAI) data are required for Basic Field service areas.

Calendar Year (CY) Grantee Activity Reports are due to LSC by the first business day of March. A downloadable manual with guidance for navigating and submitting GAR data in GrantEase is here. The downable GAR Guidance Manual provides

Figure 6: Image of the Additional Resource Links on the Overview Tab of the GAR Reporting Forms

After reviewing the Overview tab, users will be able to navigate to the Staff Case
Services Form.
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The additional resources include
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a Recipient Information

Recipient Number Year
805270 2020
Reciplent Name:

Bay Area Legal Aid

Staff Case Services Tab

The Staff Case Services tab allows manual entry of case services data for each service
area that grantees receive funding for during the GAR reporting cycle. This tab also
allows for an upload of case services data for all the service areas the grantee managed
during the GAR reporting cycle for this GAR report.
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Service Area : CA-1 General
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Total Records:2

Figure 8: Image of the Service Areas Listed under the Staff Case Services Tab
Below the Staff Case Services tab, users will see each service area associated with the

grantee. To expand each service area, users should click on the plus sign (+) next to each
service area.

53



e Parne
@ Grants Management System w As a Grantee v e « LSClim

» #  Opporuniies Applications Grants Monitoring Closeout €% @

Q Grantee Activity Reports m =
EGMS ID Status Submitted On
I~ PR---0371 Created
(0]
~
e [~ O- 0
Created ubmitted for Apprn Approved
Woveriew O staf B GAR Forms b Collab

4 Staff Case Servi Expand Icon =
o]

* Records are sorted by Created Date ascending order

Type
Service Area : CA-1 General
Service Area : CA-28 General

Total Records:2

Figure 9: Image of the Expand Icon for a Service Area Listed under the Staff Case Services Tab

Users will see the first ten entries displayed; however, if users would like to view ALL
problem code entries on one screen, they should click on the box that says, “Show X
number of entries” and select ALL.
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Figure 10: Image of Selecting “Display All Entries” on the Staff Case Services Tab

To begin the data entry process, users must decide if they would like to manually enter in

their data for EACH service area or if they would like to upload an LSC template to enter
the data.

Keep in mind, if choosing the upload option, users will still be able to manually edit any

uploaded information.
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The next section will go through each option and detail the benefits of each data entry
method.

Manual Case Service Data Entry
If users decide that they would prefer to manually enter in the data, they should begin by
scrolling through EACH applicable problem code.

The columns are organized by
e Problem Category,
e Problem Codes A, B, F, G, H, Ia, Ib, Ic, K, L,
e Total,
e and Actions.
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Figure 11: Image of the Data Entry Columns for the Service Area

To begin entering in data, users should click on the blue pencil icon next to each
problem category. This will open up the data entry fields. Users can then proceed to
input their data field by field.
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Figure 12: Image of the Edit Icon for Manual Data Entry of a Service Area

2020 GAR Reporting Guidance
General Reporting Guidance regarding revised definitions can be found in the 2020 GAR
Guidance document.
NOTE:
e The system will NOT allow for negative values.
e The system will allow you to enter numbers as large as 99 billion (11 digits), so
please be very careful when entering in numbers.
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Figure 13: Image of Incorrect Data Entered for a Service Area

If users enter in a number in error, they should click on the UNDO icon to remove the
data and start again.
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Figure 14: Image of the Undo Icon on a Service Area Data Entry Row

Users do not need to enter in data if it is not relevant to their case service data. While
users are entering data into the entry fields, they should save consistently to avoid losing
data. This will ensure no data is lost and allow a user to leave the computer and return to
complete the process at a later time.
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Figure 15: Image of Selecting the Save Button after Entering Data Manually
When users have finished ONE service area, they can downsize that section by clicking

on the minus sign (-), then move onto the next service area by expanding it with the plus
sign (+) and repeating the data entry process.
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Figure 16: Image of the Collapse Icon to Minimize a Service Area
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Figure 17: Image of Expanding a New Service Area for Manual Data Entry

Uploaded Template for Case Service Data Entry
If users decide that they would like to use a template to pull from their CMS, then they
should follow the next few steps.

Keep in mind one very important note: The service areas will ALL appear on one Excel
file.

This means, users will see many more rows if they have multiple service areas.

The next section will discuss the two different approaches to downloading and then
uploading this template, but first, users should go through the process of downloading the
template.

Downloading the Template
STEP 1: Click the “Download Template” button on the upper right side of the
screen.
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STEP 2: Click on the downloaded file to open it.

STEP 3: After receiving a warning that the file format and extension do not match,
click “Yes” to open the file.

STEP 4: Enable editing (if that message appears) to begin entering in data.
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Figure 18: Image of the Staff Case Services Download Template Button
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Figure 19: Image of the Downloaded Staff Case Services Template

58



X

Alert

The file format and extension of
'StaffCaseServices (1).xls' don't match.
The file could be corrupted or unsafe.
Unless you trust its source, don't open
it. Do you want to open it anyway?

Yes \[6]

Figure 20: Image of Selecting “Yes” on the File Extension Alert Message
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Figure 21: Image of the Opened Staff Case Services Excel Spreadsheet

Completing the Case Services Data Template
Once users have successfully downloaded the template, they should proceed to open it.

The information that users must enter can be pulled directly from their CMS and the
format should be set up in duplicative format.

The rows mirror the manual entry fields including the Service Area in question, the
Problem Category, followed by the possible Problem Codes. Be sure not to enter any
negative values or use characters other than numbers (e.g., letters or punctuation).
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Figure 22: Image of the Row/Column Labels on the Staff Case Services Excel Spreadsheet
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Figure 23: Image of Multiple Service Areas Listed in the Staff Case Services Excel Spreadsheet
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If users do use negative values, GrantEase will not be able to upload the file. Again, if
there are no cases closed within a certain category, users may leave it blank or type in
“0.” Users should be sure to check all of the fields in each service area.

Data Entry Options
OPTION 1:

OPTION 2:
» Enter data for only one Service Area, save that data and the
spreadsheet, upload that data to GrantEase, and come back later to
complete data entry and upload for other Service Areas.

Figure 24: Image of the Data Entry Options for the Staff Case Services Excel Spreadsheet
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At this point, once users have entered in data for the first service area, they can either
save the file to their desktop using the “Save As” function and select from the drop-down
options the Excel Workbook format (.XLSX or .XLS)

StaffCaseServices (1)

@ Desktop — iCloud

Online Locations File Forma§: Excel 2004 XML Spreadsheet (.xml) <

Options...

Cancel

Figure 25: Image of Save Screen for the Staff Case Services Excel Spreadsheet

Excel Workbook (.xlsx)

Excel 97-2004 Workbook (.xIs)

CSV UTF-8 (Comma delimited) (.csv)
Web Page (.htm)
StaffCi  excel Template (.xitx)
Excel 97-2004 Template (.xIt)
PDF

Excel Macro-Enabled Workbook (.xism)
i; Desl Excel Binary Workbook (.xIsb)

Single File Web Page (.mht)

Excel Macro-Enabled Template (.xItm)

Tab delimited Text (.txt)

UTF-16 Unicode Text (.txt)
Online Locations File Formaf EXCel . Excel 2004 xML Spreadsheet (xmi) <
= <]

Comma Separated values (.csv)

opti( Space Delimited Text (.prn)
Macintosh Formatted Text (.txt)
MS-DOS Formatted Text (.txt)
Macintosh Comma Separated (.csv)
MS-DOS Comma Separated (.csv)

Data Interchange Format (.dif)
Symbolic Link (.slk)

Excel Add-in (.xlam)

Excal 87_2004 Add_in ( via)

Strict Open XML Spreadsheet (.xIsx)

OpenDocument Spreadsheet (.ods)

Figure 26: Image of the Correct File Formats for Saving the Staff Case Services Excel Spreadsheet

OR — Users can continue entering in data for the EACH service area on the same Excel
spreadsheet and follow the same saving steps.

The system will intuitively import the data into the correct service areas in GrantEase.
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Once users have either completed one service area or ALL service areas, they should go
back to the GrantEase system and click on the “Upload Cases” link. This will produce a
pop-up screen. Here users will have to browse their folders for the file.
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Figure 27: Image of the Upload Service Area Data Button

Upload Staff Case Services

Step 1: Instructions

Click the “Browse File” button to select the Downloaded Excel Template for Cases (.xIsx or .xIs) file
on your computer from which you wish to upload data. Once you select the file, please click the
“Upload File” button to begin uploading the data.

Browse File

Figure 28: Image of Browsing for the Staff Case Services Excel File

Once the file is located (the .XLS version of the file), users will see a blue notification
that says, “The file has been successfully attached.” Users can then click on “Upload”.
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Upload Staff Case Services

Step 1: Instructions

Click the “Browse File” button to select the Downloaded Excel Templ. for Cases (.xIsx or .xls) file on your
computer from which you wish to upioad data. Once you select the file, please click the “Upload File” button to
begin uploading the data.

The file has been attached. Click the Upload File button.

TGV S[Pl StaffCaseServices (1).xls

Upload File

Figure 29: Image of the Attached Staff Case Services Excel File Ready for Upload

If there are errors (meaning the data includes letters or negative values) validation errors
will appear. Users can print a list of the validation errors, go back to their Excel
spreadsheet, and rectify the errors.

Upload Staff Case Services

ﬁ Print Vahflatlon Error Codes
to Review and Correct

)

Upload process was aborted. Please r

Errors:

Row Number - 2 - Data reported must be numeric value in "A. Counsel and Advice".

Row Number - 4 - Data reported must be numeric value in "G. Negot Settlement w/ Litig".
Row Number - 4 - Data reported must be numeric value in "I(c) Court Decision Appeals".

Instructions

Click on the Continue button to start the upload process from Step 1.

Figure 30: Image of Validation Error Messages for the Excel File and the Print Error Link
Users should then go through the process of uploading the file once all errors have

successfully been rectified. When the file has been uploaded successfully, users can click
on the “X” to return to the main Staff Case Services screen.
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Upload

Staff Case Services

Success! 158 Rows inserted/updated successfully.

Instructions

Click on the Continue button to start the upload process from Step 1.

Figure 31: Image of the Successful File Upload Message

It is imperative that users know that this file IS NOT LOCKED. This means that
whatever users enter is what will appear upon uploading the document into GrantEase.

BE SURE TO DOUBLE CHECK EACH DATA ENTRY!

If users have decided to enter data for each service area one by one, they will need to
upload the spreadsheet as many times as they have service areas and ONLY fill out the
respective service area (although all service areas will be listed).

* We recommend that users work with one single document, input data, and return to the
same document to input the next service area’s data. This should eliminate any

confusion. *

Once users have finished with their uploads, they should click on the SAVE button.
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: Image of Saved Data from the Uploaded Staff Case Services Excel File
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Alternatively, users can export data from their case management system as an Excel file,
reformat it to match the LSC GAR template, and then upload the data all at once
following the same instructions as above.

PAI Case Services
If users have a tab entitled PAI Case Services, then they will be required to upload the
same data as above but for PAI Case Services.
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) i G =
~ == =
e
e o
Woveniew  © Stafi Gase Services tHGARForms R Collab
« Pl Gase Serices =
o]
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Title Type
” Expand Service Area ‘ E
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Total Records:2
£ | s
Figure 33: Image of the PAI Case Services Tab and Expand Icon
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Figure 34: Image of the Edit Icon for Manual Data Entry in this Service Area

If users do not see this tab, then this is not applicable to their organization. Grantees
should repeat the exact same data entry steps for PAI Case Services as they did for the
Staff Case Services data entry.

When complete, they should select the SAVE button.
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Figure 35: Image of Selecting the Save Button for Data Manually Entered into the Service Area

3. GAR Level Forms

Navigating to the Grantee Level Form

To begin the Grantee Level Form, users will navigate from the Staff Case Services
section to the GAR forms section. Users should click on the GAR Forms tab to navigate
to the correct area and begin filling out these forms.
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Figure 1: Image of Navigating to the GAR Forms Tab

To begin the Grantee Level Form, click on the green eyeball icon next to the form.
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Figure 2: Image of the View Icon for the Grantee Level Form

To begin editing this form, users must be in EDIT Mode. Users can do this by clicking
on the Edit Button.
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Figure 3: Image of the Edit Button for the Grantee Level Form

Certifying Office and Staff
Before users begin filling out any GAR forms, they should ensure that the offices and
staffing section of the Grantee Profile are updated and corrected as necessary.

If at this time users have not updated this information, they should go back and update
ALL staff contacts and ALL office locations including subgrantee office locations. If
guidance is needed to update this information, please refer back to the Updating the
Grantee Profile Micro-Module or Manual Section.
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N Activities

Figure 4: Image of the Grantee Profile Update Message

Once users have done this, they should return to the Grantee Level Form, and click on the
Certification Checkbox acknowledging that all staff contacts and office location
information is updated.
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Figure 5: Image of the Staffing and Office Review Certification Chekbox

Other Services
This tab has 9 sections including an “Introduction,” “Website Analytics for Program
Website,” “Number of Persons Served,” “Number of Events,” “Referrals,” “Other

Services Narrative and Summary Report,” “Overview of Services Provided,” “Vignettes,”
and “Additional Comments.”
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Figure 6: Image of the Other Services Tab Sections

Users should begin by reading the Introduction. Here, users will find a summary of the
Other Services Form.
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a Introduction

The Other Services form collects quantitative and narrative data about grantees” client services other than case work, including legal education for communities and individuals, outreach events, and referrals. This data
highlights the scope of services other than casework that benefit the law-incame population and consume a significant amount of grantees’ resources.

= Waebsite Analytics for Program Website

w Legal Education or Legal Information: Number of Persons Served

Figure 7: Image of the Introduction Section of the Other Services Tab

After reading this section, users should move on to the Website Analytics section to input
their Program Website information.

It is imperative that users save every section as they move through it, and again,
remember that if unable to enter in data, make sure to put the screen in EDIT mode.
In the first section, users must enter in numbers for each field:

Number of users,

Number of sessions,

Average length of sessions (in seconds),
Number of page views,

Number of page views per session, and
Bounce rate

When complete, user should click on the SAVE button.

Lachy I el

@ Grants Management System v As & Granies e « LSClarminme

> | Opporunities  Applications

GAR
Grantee Level Forms

Offices & Staffing

a Introduction

The Other Services form collects quaniitative and narralive data about grantees” client senvices other than case work, including legal education for communities and individuals, outreach events, and referrals, This data
highiights the scope of services other than casework that benefit the low-income population and consume a significant amount of grantess’ resources.

Grants  Monitoring  Closeout

¢ »

Other Services  Additional Case Information

4 Website Analytics for Program Website

Figure 8: Image of the Completed Website Analytics Section in Edit Mode and Selecting the Save Button

When this section is complete, users should move down to the “Number of Persons
Served” section, then the “Number of Events” section, followed by the “Referrals”
section saving each time.

2020 GAR Reporting Guidance

Detailed information regarding each of these sections, revised definitions, and
instructions on how to retrieve data like analytics from grantee websites, etc., can be
found in the 2020 GAR Guidance document.
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Overview of Other Services and Vignettes
The Other Narrative Summary Report provides grantees an opportunity to profile
activities other than case services that they consider noteworthy. This information is
critically important because many do not understand the need, value and significance of
these activities.

(@ Grants Management System LR - Grentos O“ LSC

> | # Opporunities Applications Grants Monitoring Closeout €% @B

Q a Other Services Narrative and Summary Report
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@ Please provide information that how your services other benelitted clients, whether they are individuals, families or the broader community.
7S iew of Other Services Provided

Please provide a narmative overview (300-1000 words) of the “other services” your organization provided in each of the areas identified below.

Examples of topics you might wish to address include goals, service delivery strategies, special populations affected, and notable results and banefits for the client community.

1. Legal Education / Legal Information pravided 10 clients, ither on & one-on-one basis or in a group setling:
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Figure 9: Image of the Other Services Narrative and Summary Report Explanation

A few quick tips for the GrantEase system:
e Ifusers see an orange dot, this means that a form is missing information.

e Ifusers cannot enter information in, they should click on the Edit button to go
into EDIT mode.
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Examples of topics you might wish to address include goals, service delivery strategies, special populations affected, and notable results and benefits for the client community.

1. Legal Education / Legal Information provided to clients, either on a one-on-one basis or in a group seting:

2. Outreach events focused primarlly on professionals, parner rganizati ce agoncies, bar grouss, etc
bbb
PN GovGrants Terms af Use | Privacy Folicy.

Figure 10: Image of the Missing Information Dot and the Edit Mode Button

Users should start in the Overview section by providing a narrative overview (300-1000
words) of the other services provided by their program during this year, briefly

addressing each of the types of other services listed in the box. Some examples of topics
include service delivery strategies, special populations affected and any notable results.

Each of the four sections should be completed. Once finished with this section, be sure to
click the SAVE button.
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Figure 11: Image of the Four Narrative Boxes of the Other Services Narrative Summary and Report

Users should then move on to the Vignettes section. Here, users will provide 2-5
vignettes, which are brief narratives illustrating the results and benefits achieved from
working with the low-income population(s) discussed above.

Remember that this should be written for a lay audience and the examples should best

illustrate scope, value, and human impact. Each vignette should be brief, and no more
than 250 words.

To add a vignette, click on the NEW button which will produce a pop-up box, enter in a
title and a description then click on SAVE.
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Figure 12: Image of the Vignettes Section of the Other Services Tab and the New Vignette Button
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Figure 13: Image of the Add Vignette Pop-up Screen and Selecting the Save Button

If at any time a user would like to view their vignette, they should click on the green
eyeball icon. To edit a vignette, users should click on the blue pencil icon. Finally, if a
user is not satisfied, they should click on the red garbage can icon.

The Additional Comments section at the bottom is for any additional information
needed. The purpose of the narrative, vignettes and additional comments is to
demonstrate the value and impact of this work.
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Figure 14: Image of the View, Edit, and Delete Icons in the Vignettes Section and the Additional
Comments Section

Again, users should finish the section by saving and then proceed to validating the form
by clicking on Validate Form button.
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Figure 15: Image of the Validate Form Button for the Other Services Section

Additional Case Information

The final section for this GAR Level Form is the Additional Case Information tab.
Users should click on this tab, again being sure they are in EDIT mode, to begin adding
data.
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Figure 16: Image of Navigating to the Additional Case Information Tab

In this section, users will enter in the Total Number of Persons in all households served,
the LSC-reportable Cases Involving Domestic Violence, followed by the Cases Closed
Not Reported to LSC. Once finished, users should click on the Save button.
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Figure 17: Image of the Table on the Additional Case Information Tab in Edit Mode

2020 GAR Reporting Guidance
General Reporting Guidance regarding definitions and additional field details can be
found in the 2020 GAR Guidance Document.

Users will then see a field that says the form has been saved successfully.
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Figure 18: Image of the Successfully Saved Form Message

Users should then validate the form to find any errors, discrepancies, or missing fields.
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Figure 19: Image of the Validate Form Button for Additional Case Information
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Note that although validation errors may not appear during the initial validation, upon
submission of the completed GAR, users may see validation errors which will refer back
to the specific section completed or omitted in error.

Upon successful validation, a “Successfully Validated Form” message will appear.
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Figure 20: Image of the Successfully Validated Form Message for the Additional Case Information Form

4. Service Area Forms
Accessing Service Area Form(s)
After users have completed the Ongoing Compliance and Oversight Form, they can
either continue by navigating to the Service Area Forms, or if reopening the forms, can
start on the GAR tab and scroll down to the bottom section titled Service Area Form(s).
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Figure 1: Image of the GAR Forms Tab and the Associated Service Areas

Here, users will see all corresponding service areas denoted.

If there are many service areas, and users would simply like to view one, they should
search for the service area name in the Search Box by clicking on the magnifying glass
and selecting the corresponding service area.
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Figure 3: Image of Search Box for Service Areas

Service Area Form(s) Expenses
Start by clicking on the green eyeball icon next to each respective service area. This will
open up the Service Area Form.
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Figure 4: Image of the View Icon for a Service Area
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Flgure 6: Image of the Navigation Dropdown box and Each Service Area Level Form

It is important to note that the tabs that present on the Service Area Level Forms are

dependent on the type of service area.

In the case of this Service Area Form we see “Expense”, “Revenue”, “Staff Open Cases”,
“PAI Open Cases”, “Demographics” and “PAI Categories.” Please complete ALL tabs

that appear for your respective service area.

The first tab, “Expenses,”
Personnel Expenses.

includes two sections Personnel Expenses and Non-
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Figure 7: Image of the Personnel Expenses Sectlon of the Service Area Level - Expenses Form

77




Grants Management System ” As a Grantee v ev LSC

# Opporunities  Applications  Grants  Monitoring  Gloseout €% ¢
Employee Benafits s0.00 &
$300.00
Total Records:4

- Non-Personnel Expenses

order

* Records are sorled by Created Date ascending

Nor-Personnel Expenses LSC Expenditures Non-LSC Expenditures. Total

1
g

Space - RenvLease $0.00
Morigage Paymants $0.00
Other Space Expense $0.00
Equipmant Rental $0.00
Offica Supplos $0.00
Tolophone $0.00
Travel - Board $0.00
Travel - Staft/Other $0.00

Training - Board $0.00

LA N SE N N N YA T A Y

Training - StafffOther $0.00
$0.00

Show 10 Enries Total Records:20 Page 102 W

Form Number 134 Form Version Validate Form | Edit |

NGovGrants Terms of Use | Privacy Policy

Figure 8: Image of the Non-Personnel Expenses Section of the Service Area Level - Expenses Form

2020 GAR Reporting Guidance
For more details on each of these sections, please visit the GAR Reporting Guidance
document.

To understand editing a data field, let’s examine Personnel Expenses, Lawyers Wages
and Paralegal Wages.

Be aware that users should only enter data as necessary. Fields are pre-set to zero; thus, if
a user has no data to enter, they should not edit that field.
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Figure 9: Image of the Pre-populated Zeros on the Expenses Forms

Click on the blue pencil icon next to the field. This will open LSC Expenditures and
Non-LSC Expenditures.
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Figure 11: Image of Successfully Saved Data and Negative Values Displaying in Parentheses

Here, unlike other fields, negative values are acceptable.

If a user needs to remove data, they should click on the Undo icon ().

79



@GI’.ANTLASF

Q Search

== Tasks
My Tasks

Pending Tasks

Completed Tasks
Feassign Tasks
| Activities
Organization
Grantse Profile
@ Recently Viewed
@ Technical Support

Contact Us

£ | #@ Opportunities

Grants Management System

Applications ~ Grants  Monitoring  Closcout €% @

GAR
Service Area Level Forms

Service Area Type
CA-28 General
Expenses Revenue Staff Open Cases PAl Open Cases

 Personnel Expenses

Personnel Expenses
Lawyers Wages
Paralogals Wages.
Other Staff Wages

Employee Benefits

~ Non-Personnel Expenses

Form Number 134 Form Version

Demographics

PA| Categories

LSC Expenditures
§200.00

s |

Total Records:4

Reporting Year
2020

Non-LSC Expenditures
$100.00

100

W roocanee . (-

Validate Form =
v

Service Area Level Forms.

LSCI:

LEGAL SERVIES

Undo Button

cending order
Total
§300.00 L.
$50. 0
$000 3
s000 &
$350.00

[V o | Eon | oecx |

Also, of importance, there are two pages in the Non-Personnel Expenses section.

Users can view all fields at once by clicking on Show ALL Entries from the dropdown
menu or they can scroll through each page using the double arrows.
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Figure 14: Image of All Entries Being Displayed on One Screen

After completing the Personnel Expenses section, users should proceed to complete the
Non-Personnel Expenses the same way, only completing sections that are applicable.

Users should remember to click on the Save button prior to moving to a new section.

Service Area Form(s) Revenue
Once users have completed the Expenses tab, they should move on to the Revenue tab.

America’s Partner
(@ Grants Management System W Asa Grantee v e v LSC for Equal e
LEGAL SERVICES CORPORATION
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+ Client Servic e

Form Number 134 Form Version Validate Form m

Figure 15: Image of the Service Area Level - Revenue Form

Here, users will see three sections: “LSC Revenue”, “Non-LSC Revenue” and “Client
Service Income.”
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Figure 16: Image of the Sections of the Service Area Level — Revenue Form

As a reminder, users can expand or collapse the sections by clicking on the arrows next to
each field. This will allow users to focus on one section at any given time.

America’s Partner
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Figure 17: Image of the Expand/Collapse Icon for the Sections of the Service Area Level — Revenue Form

Users should start with LSC Revenue. Here, users will see information on all support and
revenue from all sources during the year, their corresponding fund codes, and the amount

associated.
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Fgure 18: Image of the Data Entry Columns for LSC Revenue

To enter data into the fields, users should click on the blue pencil icon or select the Edit
Button to enter Edit Mode.

&  rans management system

COoOTNR

o

Figure 19: Image of the Both Options for Entering Edit Mode on the Service Area Level Form

Remember only funds received for provision of civil legal services should be reported
(e.g., do not report funds used for criminal defense — except as permitted in Native
American Tribal courts — or funds used for social service programs.)

Users should click on SAVE prior to moving on to a new section.
&B Grantiast Grants Management System WGP o @ LSClimmi

e

Y GovGrants

Figure 20: Image of Saving a Section of the Revenue Form and the Highlighted Next Sections

After users have entered in LSC Revenue, they should proceed to enter Non-LSC
Revenue and Client Services Income.

2020 GAR Reporting Guidance
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For more details on each of these sections, please visit the GAR Reporting Guidance
document.

Service Area Form(s) Staff Open Cases
Users will then navigate to the Staff Open Cases tab (and PAI open cases if relevant).
The Case Services tab captures information on Staff and PAI Cases closed during the

calendar year in question.
@i} Grants Management Sysiem v PrppS— o. L:SC i

Oppodtuntion  Applications  Grants  Monflodng  Clossoul €% @B

Service Area Level Forms =3 =

Servica Area Level Forms

caze

Q
=
-~
(o]
=

Exponsos  Rovoriuo PAI Catogories

 LSC Revenue

Total Records §

~ Non-LSC Revenue

~ Ciient Service Income =

Mcoverants e of Use | Privacy Pol

Figure 21: Image of the Navigating to the Service Area Level - Staff Open Cases Form

Closed cases data are the primary measure of the amount and levels of legal assistance
grantees provide LSC-eligible people to address the range of civil legal problems they
confront.

To enter in data, users should click on the blue pencil icon and begin to enter data into
each field.
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Figure 22: Image of the Edit Icon for the Staff Open Cases Form

If a user mistakenly clicks the blue pencil icon but does not wish to enter data, they
should click the Undo icon (&) to remove all data from that row.
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Figure 23: Image of Removing Data Entries from the Form Using the Undo Icon

If a table is open for editing, users should make sure to select the Save button for the
table before going on to the next tab.
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Figure 24: Image of Selecting the Save Button on the Staff Open Cases Form

NOTE:
e Ifthe Service Area is a General Service Area, then users will next see PAI Open
Cases tab.

e Users should complete the PAI Open Cases tab the same way they completed the
Staff Open Cases section, then move on to the Demographics tab.
e If'the Service Area is a Native or Migrant Service Area, users will not see this tab
and can move on to the Demographics tab.
Service Area Form(s) Demographics
The Demographics Tab collects data about the age, race/ethnicity, gender, and veteran
status of LSC-eligible clients in LSC-eligible cases in the reporting year, regardless of
whether LSC funds were used to deliver these services.
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Figure 25: Image of Navigating to the Demographics Tab

It is important that users understand some key characteristics of the Demographics Tab.
e Users should report information from all reporting year closed cases, as reported
on the GAR Case Services form for the Service Area.
e Users should also report data for all clients, whether served by staff or by PAI,
and enter data for each of the individual demographic sub-categories like female,
male, other, unknown; This total will be automatically calculated.

Users can start this data entry by clicking on the blue pencil icon next to groups and
entering in the total number of clients followed by repeating this process for relevant
gender and veteran fields.
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Figure 26: Image of Selecting the Edit Icon for the “Number of Group Clients” Section
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Figure 27: Image of Entering Data in Edit Mode and Selecting the Save Button
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Figure 28: Image of the Successfully Saved Message
.@GRAN TEASE Grants Management System w As a Grantee ~ ev

w

Pending Tasks
Completed Tasks
Reassign Tasks

™ Activities

Organization
Grantoo Pratite
@ Recently Viewed

€ Technical Support

Gontact Us

Opportunities  Applications ~ Grants ~ Mnitoring

GAR
Service Area Level Forms

cA-28

Expenses  Revenue  Staff Open Cases

~ Number of Group Clients.

» Gender

Unknown

~ Veteran Status.

~ Ethnicity

N GovGrants

Closeout €% @

Servica Area Level Forms

Type Reporting Year
General 2020

« Required for Save Required for Submit

PAl Open Cases  Demographics  PAI Categories

* Records are sorted by Created Date ascending order

Number of Clients  Actions

&

Total Records:4

Terms of Use | Privacy Policy

Figure 29: Image of Selecting the Gender Section of the Demographics Tab
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Figure 30: Image of Selecting the Veterans Status Section of the Demographics Tab

Users should then move on to the Ethnicity/Age matrix where they will enter in the
ethnicity/race and corresponding ages in each group.
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Figure 31: Image of Edit Mode for the Race/Ethnicity Section of the Demographics Tab

Users should only enter in data relevant to their reporting and should select save after
each section to avoid losing important data.
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Figure 32: Image of Entering Data into the Race/Ethnicity Table
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Figure 33: Image of Successfully Saved Message in the Demographics Tab

When users arrive at the Languages field there will be many options. This is a new
function of the GrantEase system.

To quickly filter through languages, users can easily type into the search box and locate

the language needed.
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Figure 34: Image of Language Section of the Demographics Tab
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Figure 35: Image of the Search box for the Language Section of the Demographics Tab
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Figure 36: Image of Searching for and Finding “Arabic” in the Language Section

If users want to display ALL languages at once, they should select “Show ALL entries”
from the dropdown menu at the bottom of the page.
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Figure 37: Image of Selecting “Display All Entries” in the Language Sectio

NOTE: The following are some important validation reminders:
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Service Area Form(s) Validations for Demographics
e The sum of Gender and Groups = Total Staff and PAI case closures
e The sum of Veteran and Groups = Total Staff and PAI case closures
e The sum of Age/Ethnicity and Groups = Total Staff and PAI case closures
e The sum of Language and Groups = Total Staff and PAI case closure

Service Area Form(s) PAI Categories

The final tab covered in this training, PAI Categories will appear only if the Service
Area is a General Service Area. If this is not the case, users can move to the submission
section.

@(; RAN

PR---0617
Bay Area Legal
Bay Area Legal
PR---0657

PR-—0668
PR---0663
PR-—-0673

Sile visit 13 Jan

ite visit 13 Jan

TEASE Grants Management System v Ao @ Granteo 0 - LS

€ | # Opportunities Applications Grants Monitoring  Closeout &% ¢

o | vaiicate Form | =

Validate Form Edit Back =
Service Area Level Forms ED =
m Service Area Level Forms ~

Area

Service Type Reporting
CA-28 General 2020

Expenses  Revenue  Staff OpenCases  PAIOpenCases  Demographics | PAI Categories
~ Number of Group Clients.
~ Gender

~ Veteran Status

~ Ethnicity

~ Language
i

Aid

Form Number 134 Form Version Validate Form

Terms of Use | Privacy Policy

Figure 38: Image of Navigating to the PAI Categories Tab

The Categories of Private Attorney Involvement (PAI) tab captures information about the
different categories of practitioners that provide legal assistance to clients or accept cases
through grantees’ PAI programs.

Upon GAR submission, data entered on this tab is validated against the PAI Case
Services tabs.

Thus, users should be aware that the total number of PAI Cases Closed on the categories
of PAI section should be equal to the total number of PAI Cases Closed reported on the
Case Services tab.

If there is a discrepancy it will appear prior to final submission as a validation error.

To start, users with the Pro Bono section should start by clicking on the blue pencil
icon.
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Figure 39: Image of Selecting Edit Mode for the Pro Bono Section of the PAI Categories Tab

This will open up all of the fields in a row. Here users should fill out the appropriate
information, and then, click Save when complete. If it is necessary to remove information
and start again, users should click on the Undo icon (9 ).
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Figure 40: Image of the Undo Icon & Save Button on the Pro Bono Section of the Form
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Figure 41: Image of Successfully Saved Message and the Totals Row for the PAI Categories Tab

Once finished with the Pro Bono Section, users should move onto the Compensated
Section and repeat this process.
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Figure 42: Image of Compensated Section of the PAI Categories Tab

2020 GAR Reporting Guidance
For more details on each of these sections, please visit the General Reporting Guidance
document.

After all tabs are complete in the Service Area Forms, users should save and, finally,
validate the form.
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Figure 43: Image of the Validate Form Button for the Service Area Level Forms

Users will note that validation errors will appear at the top of the screen.
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Figure 44: Image of the Validation Error Messages for the Service Area Level Forms

Users should copy and paste all validation errors into an Excel spreadsheet and rectify
each of them.

NOTE: There may be more validation errors than can appear on the screen. We
recommend cutting and pasting the errors into a spreadsheet, and as they are rectified,
they can be crossed off. If after validating again, more errors appear, repeat this process.

Submitting the GAR

Once all tabs of the GAR are complete along with the Self-Inspection and OCE Ongoing
Compliance, users will want to submit their GAR. To do so, users should click on the
Back button to go back to the main screen.
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Figure 45: Image of Selecting the Back Button for the GAR Form(s)

This will take users to the initial screen for the Grantee Activity Report. Users will want
to ensure that ALL forms have been validated prior to this step (see checks next to each
form to check validation status).
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Users can then select the Submit button.
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Figure 46: Image of Selecting the Submit Button on the Main Grantee Activity Reports Screen

Users may see a list of validation errors appear. As mentioned previously, this may not be
a comprehensive list; thus, users are encouraged to keep track of all of the validation
errors by cutting and pasting them into a spreadsheet, rectifying each error one-by-one,
and crossing them off of the list.
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Figure 47: Image of the GAR Validation Error Messages after Selecting the Submit Button

Once the validation correction process is complete, users can resubmit their GAR.
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Figure 48: Image of Re-selecting the Submit Button after Rectifying All Validation Errors

If more errors appear, users should continue the rectification and corrective process.

When all errors are rectified, users should select the Submit button and see that the
report status for the GAR has moved from “Created” to “Submitted for Approval”.
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Figure 49: Image of the Status Bar Change that Should Appear after Submission of the GAR Reports
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OCE Ongoing Oversight and Self-Inspection
1. Completing the OCE Ongoing Compliance and Self-Inspection Forms

Navigating to the Self-Inspection Form
As a reminder, the CSR Self-Inspection provides data LSC requires to determine a
statistical measure of the accuracy of LSC grantee Case Services Reports (CSR).

For the Self-Inspection form, users will remain in the GAR Forms Tab.
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ity ¥ regarding

requirements. The Guidance Manual and additional resources for the GAR reporting cycle can be accessed on the Grantee Activity Reports page on the LSC website.

These resources include:

Bay Area Legal Ad 1. A set of videos with technical guidanee for submitling data into the Salesforce online reporting system. Topics inelude login issues, designating multiple users, printing forms, re-opening closed
forms, data entry verification, etc

2. A Frequently Asked Questions (FAQ) document providing answers to questions grantees have asked about data requirements and problems they have encountered submitting data.

PR-—0352 3. The online reporting forms have navigational and submission guidance and links to data definitions and requirements.

4. Additional information and assistance are available from the GAR Help email
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Figure 1: Image of the GAR Forms tab on the Grantee Activity Reports page
After users have fully completed and validated the Grantee Level Form, they have the
option to navigate to the Self-Inspection Form under GAR Forms.

Users must select the green eyeball icon next to the Self-Inspection Form to view it.
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Figure 2: Image of the View Icon for the Self-Inspection Form on the GAR Forms tab

Grantees are required to sample approximately 5% of their cases. (subject to a minimum
of 75 cases and a maximum of 300 cases.) Grantees with multiple offices are required to
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sample at least 15 cases from each of their offices. The sample size of larger grantees
with multiple offices should not exceed 300.

Completing the Self-Inspection Form
Before users get started, if they need specific guidance regarding filling out the Self-
Inspection form, they should navigate to the guidance documents linked at the top of this

page.

We ask that users leave the certification check box to the last step after adding all
relevant information.
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Figure 3: Image of the Self-Inspection Certification & Summary Form and Link to Guidance Document
Users should begin by answering question number one, asking the number of cases your
organization reviewed in the sample (this number must be between 75 and 300).
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Figure 4: Image of Question 1 on the Self-Inspection Form

Users will then navigate to the second question, asking users to indicate all cases in
which an error was noted, even if the error was fixed through corrective action taken at

the time of the error or immediately after.

98



(© Grants Management System v As a Grantee v e . LSC

> | # Opportunities  Applications  Grants ~ Monitoring ~ Closeout  @%

SelfInspection Certification and Summary Form

GAR
Self-Inspection Certification and Summary Form

* Raguired for Save Required for Submit

 Certification
For this and previous years' self-inspection and ongoing compliance oversight guidance and supporting documents, please visit hitps: |sc.gov/gra antee-res 8! tee-guid g e
Grantee cerifies that it has completed the Sell-nspection Process as required and specifiad in this year's Guidance for Conducting Seli-Inspections of Closed Cases and Reporting Ongiong Compliance Oversight to LSC. Pursuant to those instructions:
a
- Self-Inspection
1. Nusviber of cabins reviewad in e reprmsntitive saiple of s kil rurmber of cuses teing reported 16 LEC. (Vo misst enter

Pl g rop ¢ t 80
rumber between 75 and 300 In this fis
2 Numbsr of cases samplad in which one or mors arrors were noted. Please include allcasss in which an armor was noted sven f e 0
error was fixed through correctve action taken at the time of or i Iy after the S ction. Include  case only once even it
it had multiple errors. (Note: the number entered must be smaller than the number in it 1 and may be 0)
- Self-Inspection Summary =

The information provided en this form summarizes. the information from the Self-Inspection Case Review Forms completed for each case in your program's Sell-Inspection sample. “Number of Cases with Error” column: enter the number of cases in the
'sample in which the specified type of error was identified. For example, in the first row, provide the number of cases In the sample in which “Income information was not recorded.” "Corrective Action (Yes/No)" column: indicate if Comrective Action(s) was
(wore) implemented fo address the causel(s) of the identified errors.

#1 Type of Errer z::lrbtl of Cases with [GVO.I"I":;;\M Action T
1 Income information was not recorded 1 No @ g
2 Houssnold income oxcaedsd 200% of the poverty guidelinas ®» &

Figure 5: Image of Question 2 on the Self-Inspection Form

After both of these data entry fields are complete, users can move onto the Self-
Inspection summary field. Users will notice that there are rows with incomplete
sentences.
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Q
~
(0]
e

~ Certification

a Self-Inspection

1, Number of cases reviewed in the representative sample of the total number of cases being reported 1o LSC. (You
p P g rep ( 80

must enter a number between 75 and 300 in this field): *

2. Number of cases sampled in which one or mare errors were noted. Please include all cases in which an error was 70
through cofrective action taken at the time of o immediately after the Sell-Inspection
number entered must be smaller than the number in

noted even if the error was fixe
include & case only once even if It had multiple errors. (Note: 1
item 1 and may be 0)

a Self-Inspection Summary

The information provided on this form the information from the Sel Case Review Forms completed for each case in your program'’s Self-Inspection sample. “Number of Cases with Error” column: enter
the number of cases in the sample in which the speci number of cases in the sample in which “income information was not recorded.” “Corrective Action
(Yes/No)" column: indicate if Corrective Action(s) was

Ellipses
(Hover over to see the

Number of Cases with Corrective Action

£1 [DEsiuiEy Error (Yes/No)

1 Income information was not recorded

> rossameone seeeceszeocavd COMlete sentence.) ® s
3 Household income was over 125%, but nOTOVEIZU0; TT e FOVETy TS 2RI e TEOeRT W @ &
4 Assets information was not recorded @ &
5 Telephone cases in which citizenship/alien status was not noted (and client is not eligible under VAWA 2006 or TVPA —see 45 GFR § 1 @ &

Figure 6: Image of the Ellipses on a Continued Statement on the Self-Inspection Form

To read the full information presented there, users must hover over these to find full
explanations.
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4 Self-inspection Summary

The information provided on this form summarizes the information from the Self-Inspection Case Review Forms completed for each case in your program's Self-Inspection sample. “Number of Cases with Error” column: enter
the number of cases in the sample in which the specified type of error was identified. For example, in the first row, provide the number of casas in the sample in which “Incoma information was not recorded.” “Corrective Action
(YesiNo)" column: indicate if Corrective Action(s) was (were) implemented to address the cause(s) of the identified errors.

#1  TypeotError umber of Gases with g‘:':,';:)“ Aotion Actions
1 Income information was not recorded @ ’
2 Household income exceeded 200% of the poverty guidelines @ ,
3 Household income was over 125%, but nol aver 200%, of the poverty line and the required documentation was not on file @ &

4  Assets information was not recorded

6 Non-telephone or extended-service cases that lacked a citi ip attestation or ion of alien eligibility (and clief @ &
status was not noted (and client
7 Casehandier was not an attorney or a person acting in the capacity of a paralegal ;‘2:4?:&0?«6::'1::3:1" s @ &
8 There is no writien evidence of legal advice or representation @ &
9 Counsel & Advice or Limited Action cases opened prior to 10/01/2019 and not falling under the axcaption in §3.3(a)(ii) of the 2017 GSA @ &
10 Extended service in which no legal assistance activity occurrad in 2019 or 2020 @ &
11 The client is not identified by name @ &
12 Cases reported more than once in 2020 with the same client, problem code, and set of facts - "
13 Cases that do not fall within an efigible case type. (That is a restricted case type such as a class action, abortion case, redistricting case, ... @ &

Total Records:13

ﬂﬁnvl;[ant; Terms of Use | Privacy Policy

Figure 7: Image of the Complete Text After Hovering Over the Ellipses on the Self-Inspection Form

To begin inputting information in each field, users should click on the blue pencil icon.
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~ Self-Inspection Summary

Tha information provided on this form the from the Gase Review Forms completed for each case in your program's Self-Inspaction sample. "Number of Gases with Error” column: entar
the number of cases in the sample in which the specified type of error was identified. For example, in the first row, provide the number of cases in the sample in which “Income information was not recorded.” “Corrective Action
(Yes/No)" column: indicate if Corractive Action(s) was (were) implementad to addrass the cause(s) of the identified errors.

Number of Cases with Corrective Action
(Yes/Na)

QoTFNO .,

a1 Type of Error

c
1 | Incarme formation way nctrecorded Edit Icon

2 Household income exceeded 200% of the poverty guidelines

3 Househald income was over 125%, but not over 200%, of the poverty line and the required documentation was not on file
4 Assets information was not recorded
5 Telephone casas in which citizenship/alien status was not noted (and client is not eligible under VAWA 2006 or TVPA -see 45 CFR § 162. .

6 Non-telephone or extended-service cases that lacked a or 1 of alien eligibility (and client is not eligibl...

7 Casehandler was not an attorney or a person acling in the capacity of a paralegal
8 There is no written evidence of legal advice or representation
9 Gounsel & Advice or Limited Action cases opened priar to 10/01/2019 and not falling under the exception in §3.3(a)(ii) of the 2017 GSR H...
10 Extended service in which no legal assistance activity occurred in 2018 or 2020
11 The client is not identified by name

12 Cases reported more than once in 2020 with the same client, problem code, and set of facts

13 Cases that do not fall within an eligible case type. (That is a restricted case type such as a class action, abortion case, radistricting case,

Total Records:13

P GovGrants Terms of Use | Privacy Policy

Figure 8: Image of the Edit Icon on the Self-Inspection Form

For example, the first row, “Income information was not recorded” asks that users first
provide the number of cases in the sample, and second, “YES” or “NO” if corrective
action(s) were implemented to address the cause(s) of the identified errors.
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Q = Self-Inspection Summary =

o The information provided on this form izes the i ion from the Self- Case Review Forms completed for each case in your program’s Self-Inspection sample. “Number of Cases with Error” column: enter

i the number of cases in the sample in which the specified type of emor was idenfified. For example, in the first row, provide the number of cases in the sample in which *Income information was not recorded.” “Corrective Action

o (Yes/No)" column: indicate if Corrective Action(s) was (were) implemented to address the causel(s) of the identified errors.

(15 ] st Y o ::r:,hw of Cases with mr:;;v- Action —
1 Income information was not recorded Yo

Fieid is required Fiakd s required
2 Household income exceeded 200% of the poverty guidelines @ 4
3 Household income was over 125%, but not over 200%, of the poverty line and the required documentation was not on file @ &
4 Assels information was not recorded @ &
8 Telephone cases in which citizenship/alien status was not noted (and client is not eligible under VAWA 2006 or TVPA —see 45 CFR § 162... @ ¢
6 Non-telephone or extended-service cases that lacked a ci i or ion of alien eligibility (and client is not eligibl. @ &
7 Casehandler was not an attorney or a person acting in the capacity of a paralegal @ &
8 There is no written evidence of legal advice or representation @ &
9 Counsel & Advice or Limited Action cases opened prior to 10/01/2019 and not falling under the exception in §3.3(a)(ii) of the 2017 CSR H..| @ ¢
10 Extended service in which no legal assistance activity occurred in 2019 or 2020 @ &
11 The client is not identified by name @ &
12 Cases reported more than once in 2020 with the same client, problem code, and set of facts @ &
13 Cases that do not fall within an eligible case type. {That is a restricted case type such as a class action, abortion case, redistricting case, ... @ 4
Total Records:13

Figure 9: Image of Data Entry Columns on the Self-Inspection Form

Remember, if a user provides a number in the first column, they must provide an answer
to the second column which asks if corrective actions were taken.

If information is added in error, users can click on the blue UNDO icon to remove the
data entered into each row and begin again.

@ Grants Management System w As a Grantee v e v LSC| A

> Opportunities  Applications Grants Monitoring  Closeout ¢ L _J
Q + Self-Inspection Summary m =
= The information provided on this form the it ion from the Self-Inspection CGase Review Forms completed for each case in your program's Self-Inspection sample. “Number of Cases with Error” column: enter
o~ the number of cases in the sample in which the specified type of eror was identified. For example, in the first row, provide the number of cases in tha sample in which “Income information was not recordad.” “Corrective Action
(Yes/No)" column: indicate if Gorrective Action(s) was (were) implemented to address the causel(s) of the identified errors.
[is] Number of Cases with Corrective Action
# of Erros
1 Type o Errar (Ves/No)

1 Income information was not recorded l lndo Icon

2 Household income exceeded 200% of the poverty guidelines

income was over 126%, but not ever 200%, of the poverty line and the required documentation was not on file

3 Househo!
4 Assels information was not recorded
5 Telephone cases in which citizenship/alien status was not noted (and client is not eligible under VAWA 2006 or TVPA —see 45 CFR § 162...

6 Non-telephone or extended-service cases that lacked a or ion of alien eligibility (and client is not eligibl.

7 Casehandler was not an attorney or a person acting in the capacity of a paralegal
There is no written evidence of legal advice or representation

9 Counsel & Advice or Limited Action cases opened prior to 10/01/2019 and not falling under the exception in §3.3(a)(ii) of the 2017 CSR H.. |
10 Extended service in which no legal assistance activity occurred in 2019 or 2020

11 The client is not identified by name

12 Cases reported more than once in 2020 with the same client, problem code, and set of facts

13 Cases that do not fall within an eligible case type. (That is a restricted case type such as a class action, abortion case, redistricting case, ...

Total Records:13

Figure 10: Image of the Undo Icon on the Self-Inspection Form

Users must enter a number in for every column even if it is “0”.

It is very important that users click on SAVE after each data entry.
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SAVE Button

The information provided an this form i ion from the Sell i Epection sample. "Number of Cases with Error” column: enter
the number of cases in the samplae in which the specified type of error was identified. For axampla, in the first row, provide the number of cases in the sample in which *Income information was not racorded." “Corrective Action
(Yas/No)" column: indicate if Corractive Action(s) was {were) implemanted to address the cause(s) of the identified arrors.

Number of Cases with Correctlive Action

#1 Type of Error ey (VYes/No) Actions

1 Income information was not recorded N
Fiaid s required Fild s required
2 Household income exceeded 200% of the poverty guidelines

3 Household income was over 1256%, but not over 200%, of the poverty line and the required documentation was not on file

4 Assets information was not recorded

5 Telephone cases in which citizenship/alien status was not noted (and client is not eligible under VAWA 2006 or TVPA -see 45 CFR § 162...

6 Non-telephone or extended-service cases that lacked a cif i or of alien eligibility (and client is not eligibl.

7 Casehandler was not an attorney or a person aling in the capacity of a paralegal
8 There is no written evidence of legal advice or representation
4 Counsel & Advice or Limited Action cases opened prior to 10/01/2018 and not falling under the exception in §3.3(a)(ii) of the 2017 CSR H.. ]
10  Extended service in which no legal assistance activity occurred in 2019 or 2020
11 The client is not identified by name

12 Cases reported more than ence in 2020 with the same client, problem code, and set of facts

13 Cases that do not fall within an eligible case type. (That is a restricted case type such as a class action, abortion case, redistricting case, ...

Total Records:13

Figure 11: Image of the Save Button on the Self-Inspection Form

Users should see the “Successfully Saved Message” after selecting this button.

America’s Partner
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Form saved successfully.
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n and Summary Form +

Self-Inspection Certif

 Certification

For this and previous years' self- and ongoing oversight guidance and supporting please visit grant -t i y-reports.

Grantee certifies that it has completed the 2020 Self-Inspection Process as required by the Guidance for Canducting 2020 Self-Inspections of Closed Cases and Reporting Ongiong Compliance Oversight to LSC. Pursuant to those instructions:

 Self-Inspection

1. Number of cases reviewed in the representative sample of the total number of cases being reported to LSGC. (You 80
must enter a number between 75 and 300 in this field.): *

2. Number of cases sampled in which cne or more errors were noted. Please include all cases in which an enrar was 70
noted even If the error was fixed through carrective action taken at the time of of immediately after the Self-Inspection,
Include a case only ence even if it had multiple errors. (Mote: the number entered must be smaller than the number in

itern 1 and may be 0) *

- Self-Inspection Summary

The information provided on this form the lion from the it i Case Review Forms completed for each case in your program’s Self-Inspection sample. “Number of Cases with Error” column: enter
the number of cases in the sample in which the specified type of error was identified. For example, in the first row, provide the number of cases in the sample in which “Income information was not recorded.” “Corrective Action
(as/Mo)" column: indicate if Corractive Action(s) was (wera) implemented to address the cause(s) of the identified errors.

Figure 12: Image of the Successfully Saved Message on the Self-Inspection Form

The final step before certification will be to VALIDATE the form.
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Form saved successfully.
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Certifi and y Form

Validate Button

Self-Inspection Certification and Summary Form v

a Certification

For this and previous years' self-inspection and ongeing compliance over:

t guidance and supporting documents, please visit hitps:/Awww.lsc.g

‘grants-grant grantee-guidance/grantee-aciivity-reports.

Grantee certifies that it has completed the 2020 Self-Inspection Process as required by the Guidance for Conducting 2020 Sell-Inspections of Closed Cases and Reporting Ongiong Compliance Oversight to LSC. Pursuant to those instructions:

= Self-Inspection

1. Number of cases reviewed in the representative sample of the total number of cases being reported to LSC. (You
must enter a number between 75 and 200 in this field.); *

2. Number of cases sampled in which one or more errors were noted. Please include all cases in which an error was
noted even if the error was fixed through corrective action taken at the time of or immediately after the Seli-Inspection.
Include a case only once even if it had mulliple errors. (Note: the number enlered must be smaller than the number in

itern 1 and may be 0) *

« Self-Inspection Summary

80

70

The Information provided on this form summarizes the information from the Self-Inspection Case Review Forms completed for each case in your program’s Sell-Inspection sample. “Number of Cases with Error” column: enter
the number of cases in the sample in which the specified type of error was identified. For example, in the first row, provide the number of cases in the sample in which “Inceme information was not recarded." “Corrective Action
(Yes/Mo)" column: indicate if Corrective Action(s) was (were) implemented o address the cause(s) of the identified errors.

Figure 13: Image of the Validate Form Button on the Ongoing Compliance Oversight Form

If there are any errors or missing fields, then the validation error message will show, and

users will have to go back and rectify these

CITOIS.
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1 Summary ;2,3,4,5,6,7,8,9,10,11,12,13 ;number of cases with error should not be blank

T I

Self-Inspection Certification and Summary Form

a Certification
For this and previous years' self-inspection and ongoing compliance oversight

Grantee certifies that it has completed the 2020 Self-Inspection Process as required

Validation
Error Message

gow/grants-grantee-resources/grantee-guidance/grantea-activity-repors.

and Reporting Ongiong Compliance Ovarsight ta LSC. Pursuant to thase instructions:

 Self-Inspection
1. Number of cases reviewed in the representative sample of the tatal number of cases being reported to LSC. (You
must enter a number between 75 and 300 in this field.) =

2. Number of cases sampled in which one or more errors were noted. Please include all cases in which an error was
noted even if the error was fixed through corrective action taken at the time of er immediataly after the Self-Inspaction.
Include a case only once even if it had multiple errors. (Note: the number entered must be smaller than the number in

item 1 and may be 0) *

a Self-Inspection Summary

80

70

The information provided on this form summarizes the information from the Self-Inspection Case Review Forms completed for each case in your program’s Self-Inspection sample. “Number of Cases with Error” column: enter
the number of cases in the sample in which the specified type of error was identified. For example, in the first row, provide the number of cases in the sample in which “Income information was not recorded." “Corrective Action
(Yes/No)" column: indicate if Corrective Action(s) was (were) implemented to address the cause(s) of the identified errors,

~

Figure 14: Image of Validation Error Messages from the Self-Inspection Form

After each field has been completed, users should go to the top of the screen and certify

their form by selecting the checkbox.
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Self-Inspection Certification and Summary Form
Self-Inspection Certification and Summary Form v

« Certification

For this and previous years' self-inspection and ongoing compliance oversight guidance and supporting documents, please visit https /www.lsc.gov/ar g tee-guidance/grar i p

[\
a Self-Inspection

c certifies that it has completed the 2020 Self-Inspection Pracess as required by the Guidance for Conducting 2020 Self-Inspections of Closed Cases and Reporting Ongiong Compliance Oversight to LSC. Pursuant to those instructions:

1. Number of cases reviewed in the roprasentative sample of the tatal number of cases baing reported to LSC. (You 80
must enter a number betwesn 75 and 300 In this field.): *

2. Number of cases sampled in which one or more errors were
noted even if the error was fixed through corrective action taker

s Accuracy and Completion

4 Self-Inspection Summary C rt . f t-
e 1 ].C a lon lection sample. “Number of Gases with Error” column: enter

The information provided on this form summarizes the info|
“Income i 1 was not recorded." “Corrective Action

the number of cases in the sample in which the specified tye- - = -
(Yes/No)" column: indicate if Corrective Action(s) was (were) implemented to address the cause(s) of the identified errors.

Figure 15: Image of the Accuracy & Certification Checkbox on the Completed Self-Inspection Form

Completing the OCE Ongoing Compliance Form
After users have completed and validated the Self-Inspection Form, they should navigate
to the OCE Ongoing Compliance Form at the top right of the screen.

Ame
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GAR
Self-Inspection Certification and Summary Form

Grantee Level Form
v Self-Inspection Certification and Summary Form

Ongoing Compliance Oversight Form

Service Area Level Form
Service Area Level Form

a Certification
For this and previous years' sell-inspection and ongoing compliance oversight guidance and supporiing documents, please

Grantee cenlifies that it has completed the 2020 Sell-Inspection Process as required by the Guidance for Conducting 2020 Self-Inspe)

» Self-Inspection

1. Number of cases reviewed in the representative sample of the total number of cases being reported to LSC. (You 80
must enter a number betwaen 75 and 300 in this fild.): *
2. Number of casas sampled in which one or more errors were noted. Please include all cases in which an ermor was 70

noted aven if the error was fixed through corrective action taken at the time of or immediately after the Self-Inspection.
Include a case only once even if it had multiple errors. (Note: the number entered must be smaller than the number in

item 1 and may be 0) *

Figure 16: Image of Navigating to the Ongoing Compliance Oversight Form from the Dropdown Menu

The Ongoing Compliance Form is set up similarly to the Self Inspection Form.

Once in the Ongoing Compliance Form, users will find the guidance document link at the
top of the screen if additional guidance is needed.
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‘Ongoing Compliance Oversight Form

For this and previous years” self-inspection and angoing compliance oversight guidance and supporting documents, please visit hitps: fwwwisc govigrants-grantee-res: fgranien-gu ctivily-reports. I

Report on this form information about the corrective actions implemented during the most recently closed calendar year 1o address errors or compliance concerns identified during the year, prior Io beginning the Seli-nspaction Process, through tha
grantee's ongoing quallty control, compliance reviews, and case oversight.

In the *Errors Identified” column, selact tha appropriate "yes / no" aption in the dropdown menu to indicate whether any cases wera identifiad with the spacified typa of arror. In the “Carrective Action{s) Taken" column, select from the menu to identity tha
comective action(s) taken, If any, 1o address the source(s) of the error(s) identified in the corresponding row in the “Errors Identified” column, (Select as many options that apply. For “Other” responses, a namative box has been provided in effort 1o capture
all corrective actions undertaken by grantees, not just those listed here.)

#1  TypeotEmor Errors Identified Corrective Actions Taken oL Actians
1 Income information was not recorded Yes Revised/new policies and procedures reiated 1o LSC. @ &
2 Household income exceeded 200% of the poverty guidelines - &
3 Household income was over 125%, but not over 200%, of the poverty line and the required documentation was not on file @
4 Assets information was not recorded @

5 Telaphone cases In which citizenship/alien status was not noted (and client is not eligible under VAWA 2006 or TVPA -se__. ® 4
6 Non-tsiephone or extended-service cases that lacked a citizenship attestation or documentation of alien aligibility (and cii... @
7 Casehandier was nol an attomey or a person acling in the capacity of a paralegal & F

8 There is no written evidence of legal advice or represemation o
9 Counsal 8 Advice or Limited Action cases opanad prior 10 10/01/2019 and not falling under the exception in §3.3(a)(i) of 1... @ &

10 Extonded service in which no logal assistance activity oceurred in the last wo closed calendar years @ 4
@ &

The client is not identified by name

Figure 17: Image of the Guidance Document Link for the Ongoing Compliance Oversight Form

Users must enter data into each column even if there were NO errors identified.

To begin, users should click on the blue pencil icon for each row which will open a pop-
up screen.
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GAR validate Form | Edn | Back S

Ongoing Compliance Oversight Form
Ongoing Compliance Oversight Form v

a Ongoing i ight Form

antee

g grantee-activity-reponts.

For this and previous years' self-inspection and ongoing ight guidance and supporting documents, please vish https:/www lsc.govigrants-graniee- resourc

Roport on this form infarmation about the corrective actions implemented during the most recently closed calondar year to address emors or compliance concerns identifiad during the year, prior to beginning the Self-inspaction Process, through the

graniee's ongeing quality control, compliance reviews, and case oversight.

In the “Errors Identifiod” colum, salect the appropriate *yas / no” option in tha dropdown menu te indicate whether any cases were identified with the specilied type of error. In tha “Carrective Action(s) Taken” column, select from the monu ta identify the
corrective action(s) taken, If any, 1o address the saurce(s) of the error(s) identified in the carrespanding row in the “Errors Identified” column. (Select as many oplions that apply. For “Other” responses, a narrative box has been provided in eflort to capiure
all corrective actions undertaken by grantees, not just those listed here.)

#1  Typeof Error Errors identified Corrective Actions Taken ;;’:‘"":" Actions.
1 Income information was not recorded Yos Revised/inew policies and procedures related to LSC. - l
2 Household income exceeded 200% of the poverty guidelines - &
3 Household income was over 125%, but not over 200%, of the paverty line and the required documentation was not on file - i
4 Assets Information was not recorded Ed 't I @
§ Telephone cases in which citizenship/alien status was not noted (and client is not eligible under VAWA 2006 or TVPA -se... 1 con ™
6 Non-teiephone or extended-service cases that acked a citizenship atiestation or documentation of alien eiigibiiity (and cil... @®
7 Casehandier was not an attorney oOr & person acling in the capacity of a paralegal - f
B There is no written evidence of legal acvice or representation @ &
9 Counsel & Advice or Limited Action cases opened prior 1o 10/01/2019 and not falling under the exception in §3 A(a)() of t * &

10 Extended servica in which no legal assistance activity accurrad in tha last twe closed calondar years @® &
11 The client is not identified by name @ &

Figure 18: Image of the Edit Icon on the Ongoing Compliance Oversight Form

If no errors were identified, users should select “NO” and then “SAVE”.
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Type Of Error Summary

+ Required for Save A, Required for Submit

Overview

Type of Error

*Errors Identified

[~

Figure 19: Image of the Data Entry Pop-up Screen and Selecting “No”

If errors have been identified, and a user selects “YES,” an additional set of checkboxes
will appear. Users must select ALL corrective actions that were taken.

Type Of Error Summary »®

+ Required for Save Required for Submit

Overview

Type of Error

--None--
v Yes
No

S L AP TIN S A TIAANIE TS

Figure 20: Image of the Data Entry Pop-up Screen and Selecting “Yes”
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Type Of Error Summary

= Required for Save Required for Submit
Overview

Type of Error
Income information was not recorded
*Errors Identified

Yes

Corrective Actions Taken

Revised/new intake forms, policies, or proceduras
[C] Renised/inew case oversight-related forms, policies, or procedures

Revisedinew policies and procedures related to LSC regulatory requirements (for examgle: new procedures implemented for
handling cases which ransiion from telephone 1o extended services 1o ensure appropriate level of Part 1626 documentation is

Additional case review

Staff training (targeted or grantee-wide)
Hired a compliance officer

Othar

None

f you have selecied “Other* for Comective Actions Taken, please elaborate

Figure 21: Image of Corrective Actions List That Appears on the Pop-up Screen after Selecting “Yes”

NOTE: If a user selects “OTHER,” they must elaborate on what other corrective
actions have been taken.

The Additional Comments box is optional.

*Errors Identified

Yes

Corrective Actions Taken
Revised/new intake forms, policies, or procedures
[} Revisedinew case oversight-related forms, policies, or procedures
Revised/new policies and procedures related to LSC regulatory requirements (for examgle: new procedures implemented for

handng cases which transition from telephone 1o extended services 1o ensure appropriate level of Part 1626 documentation is
obtained)

Revised/new CMS queries

Additional case review

Staff training (targeted or grantee-wide)
Hired a compliance officer

Other

None

< <]

f you have selected “Other* for Corrective Actions Taken, please elaborate

Additional Comments

Figure 22: Image of the Additional Comments Box on the Data Entry Pop-up Screen

Once all corrective actions are noted, users must click on SAVE, move onto the next row,
and follow the same steps.
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Type Of Error Summary

= Peguirend for rad for Submit

Overview

Type of Error

Income information was not recorded
*Errors Identified

Yes

Figure 23: Image of the Save Button on the Data Entry Pop-up Screen

Remember, users should select SAVE after entering data into each field especially if they
plan to leave and come back to the screen.

Once users have answered all questions and clicked SAVE, we ask that they validate
their form for accuracy.

@ Grants Management System

» | ® Opporiunities  Applications  Grants  Monitoring  Closeout €%  ¢B

Record saved successfully x

Validate Form =]

Ongoing Compliance Gyersigt F-orm

GAR
Ongoing Compliance Oversight Form

Edit

4 Ongoing Cx o ght Form y

For this and previous years’ self-inspection and ongoing compliance oversight guidance and supporting please visit http: Isc.govigrd v ahdate FOI'm
guidance/grantee-activity-reports.

Report on this form information about the corrective actions implemented in 2020 to address errors or compliance concerns identified during the year p ButtOI'l
Process through the grantee’s ongoing quality control, compliance reviews, and case oversight

In the “Errors |dentified” column, select the appropriate “yes / no” option in the dropdown menu to indicate whether any cases were identified with the specified type of error. In the “Corrective Action(s)
Taken" column, select from the menu to identify the corrective action(s) taken, if any, to address the source(s) of the error(s} identified in the corresponding row in the “Errors Identified” column. (Select
as many options that apply. For “Other” responses, a narrative box has been provided in effort to capture all corrective actions undertaken by grantees, not just those listed here.)

Figure 24: Image of the Validate Form Button on the Completed Ongoing Compliance Oversight Form

If an error message appears, users should rectify the errors.

@ Grants Management System w As a Grantee e v LSV(Z!L‘”{

> | # Opporunities Applications  Grants  Monitoring  Closeout €% ¢

x

« Please provide response to the question(s) Ongoing Compliance Review / Quality Control Summary ;2,3,4,5,6,7,8,9,10,11,12,13 ;errors identified should be Yes or No

oan validate Form | Edit | Back ]

Ongoing Compliance Oversight Form

Ongoing Compliance Oversight Form ~

~ ongoing & Oversight Form Validation Error Message

uppoTITY PO VIS TIPS ITWWWASG, gov/grants-grantee-resources/grantee-

For this and previous years' self-inspection and ongoingcomparce &
guidance/grantee-activity-reports.

Report on this form information about the corrective actions implemented in 2020 to address errors or compliance concerns identified during the year prior to beginning the 2020 Self-Inspection
Process through the grantee’s ongoing quality control, compliance reviews, and case oversight.

In the “Errors Identified” column, select the appropriate “yes / no” option in the dropdown menu to indicate whether any cases were identified with the specified type of error. In the “Corrective Action(s)
Taken" column, select from the menu to identify the corrective action(s) taken, if any, to address the source(s) of the error(s) identified in the corresponding row in the “Errors Identified” column. (Select
as many options that apply. For “Other” responses, a narrative box has been provided in effort to capture all corrective actions undertaken by grantees, not just those listed here.)

Figure 25: Image of the Validation Error Message on the Ongoing Compliance Oversight Form
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Loan Repayment Assistance Program

1. User Accounts
NEW LRAP APPLICANT
Creating Your Account

Applicants that do not already have a GrantEase account will be required to create a new user
account.

Begin by navigating to grantease.lsc.gov. This is the main page where new users will create their
GrantEase account (in order to apply for the LRAP grant).

In the top right-hand side of the screen, new users will click on REGISTER.

@ GRANTEASE LSC for Equal Justice prichardson1@baylegal.org.uat

LEGAL SERVICES CORPORATION 0

Welcome to GrantEase, a “one-stop-shop” for Legal Services Corporation's grant process.

To apply for a grant opportunity, you must be a registered user of GrantEase.

If you need to register your organization, click the "Register” button in the top right of this screen.

If you have a Username and Password, you may log in by clicking the Login button in the upper right corner,
To access all GrantEase training resources and Basic Field Grant FAQ's please navigate to the LSC website

To receive step-by-step guidance on how to use GrantEase please access and download the GrantEase user guide

Opportunities

W Trends
a Funding Opportunities
Tweets by @Lsciweets

Search,
[ Legal Services Carp. Ret od ﬂ

— Bay Area Legal Services
@Bay_Area_Legal Organization Name Status Application Due Date
Thank you, LSC! We're excited to implement process
improvement initiatives into our firm and integrate No records found
document assembly and case management software to
produce user-friendly client and court documents.
#LegalAid #LegalTech #LegalOps
hitps:/ftwitter.com/LSCtweets/status/1318267918954659
840

Figure 1: Image of the GrantEase Login Screen

This will take users to a new screen where they can select organization or individual.

America’s Partner
Grants Management System LSC for Equal Justice

LEGAL SERVICES GORPORATION

Recipient Registration

Please click on ization to begin regi:
- Organization
- Individual

NOTE: Passwords expire every 90 days. Accounts inactive for 1 year or more result in removal of all account roles.

Figure 2: Image of the Registration Screen

Since LRAP applicants are applying as an individual, LSC asks that you click on “Individual” to
start this process.
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America’s Partner
for Equal Justice

Grants Management System LSC

LEGAL SERVIGES CORPORATION

Recipient Registration

Please click on ization to begin regi
- Organization

Please make sure to start this process early. In total, the process to register in GrantEase can take between 3-5 business days.

1. Register with GrantEase by clicking the register button below.

2. Our approval process may take 3-5 business days

Begin Registration _

NOTE: Passwords expire every 90 days. Accounts inactive for 1 year or more result in removal of all account roles.

Figure 3: Image of Individual Registration Dropdown Selection

NOTE: The top of the section will alert users that it may take from 3-5 business days to complete
the account creation process.

Click on “Begin Registration”.

Registering Under a Grantee Organization
Prior to beginning the registration process, new users should alert their Executive Director of
their intent to apply. There are two main reasons for this:
1. Users must be part of the organizational staff contacts.
2. Users must also know the unique organization ID which may be retrieved by reaching
out to the Executive Director.

To begin, please select the name of the grantee organization by typing the name in the search box.

America rener
Grants Management System LSC for Equal Justice

LEGAL SERVICES GORPORATION

] it
Step1of2 Save and Continue

Fields marked as * are required

In order to start the individual applicant registration, please provide your affiliated organization’s unique identification information for verification purposes and click
the Save and Continue button.

Sletes Organzaton © » I Grantee Organization
Search Box

“Grantee Id

Save and Contnue

Figure 4: Image of Grantee Organization Affiliation Search Box

Users will be prompted to select from a list if there are multiple entries with similar names.

If this happens, please click on “SELECT” next to the accurate grantee name.
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Organization x

5 E

A Account Name EIN Actions
Acadiana Legal Service Corporation 72-0832432 Select

Alaska Legal Services Corporation 92-0034754 Calaat
American Samoa Legal Aid 90-0835586 Select Option
Anishinabe Legal Services, Inc. 41-0960032 SEct

Appalachian Research and Defense Fund of Kentucky 61-0848948

i SRS

Bay Area Legal Aid 94-1631316 I
o ayar
Blue Ridge Legal Services, Inc. 54-1048944 Select
California Indian Legal Services, Inc. 94-1676390 Select
Show 10 v Entries Total records: 134 M4 44 | Page1of14 | B PM

Figure 5: Image of Multiple Entry Pop Up Screen

Once the grantee name is selected, users will be prompted to entire in the 6-digit grantee number
(the one you have received from the Executive Director). Please enter in this number and click
“Save and Continue” proceed to the next screen.

Grants Management System LSC s

LEGAL

Registration R
] _
Step1of2 Cancel Save and Continue

Fields marked as * are required

In order to start the individual applicant registration, please provide your affiliated organization’s unique identification information for verification purposes and click
the Save and Continue button.

*Graniee Organization @

"o s © Grantee Organization
] 1D Box

‘ Save and Continue

Figure 6: Image of Grantee Organization ID Box

Completing the Individual Account Registration
The next screen will capture individual as well as organizational information about each
applicant. As mentioned earlier, users must be part of their organization’s staff contacts to apply.

At this time, the first data entry box will ask users to enter in their name. If you do not see your

name, please STOP, and ask the Executive Director or other organizational GrantEase user to
add your name to staff contacts.
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.@ GRANTEASE Grants Management System w As a Grantes v 0 ~

& |# Opportunities Applications  Grants  Monitoring  Closeout €% ¢

Registration
s Lo Lo ] oo coe |

Fields marked as * are required

Applicant Data
Entry Box

4 Applicant Information

USA

Afiated Grantea Organizat
Bay Area Legal Aid

~ Qualification Questions

Back Cancel Save and Continug.

Figure 7: Image of Applicant Data Entry Box

If there are multiple users at your grantee organization with the same name, please remember that
a pop-up box will appear asking you to click on “SELECT” next to your name.

Contacts X
Q| Select Link
Full Name Organization Type Email
Save test Save test Bay Area Legal Aid Recipient savetest@yopmail.com
Percy Schwabelbach Bav Area Legal Aid Rm lest@gogmai\‘com

I Genevieve Richardson Bay Area Legal Aid Recipient grichardson@yopmail.c..
olleen Kau Bay Area Legal Aid I-eclpmen m
Emily Juneau Bay Area Legal Aid Recipient ejuneau@yopmail.com Select
Hilda Chan Bay Area Legal Aid Recipient hchan@yopmail.com Select
Christina Lee Bay Area Legal Aid Recipient clee @yopmail.com Select
Christian Henricksen Bay Area Legal Aid Recipient chenricksen@yopmail.c...  Select
Sasha Ellis Bay Area Legal Aid Recipient sellis@yopmail.com Select
Katharine Walsham Bay Area Legal Aid Recipient kwalsham@yopmail.com Select
Show 10 +w Entries Total records: 144 Page10f15 WM

Figure 8: Image of Multiple Users Pop Up Box

Next, users will complete their personal information including personal address for where
payments can be mailed.
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@ GRANTEASE Grants Management System w As a Grantee + @ w LSElE
€ | # Opportunities  Applications  Grants  Monitorin| Applicant P ayment

e Information

Fields marked as * are required

= Applicant Information

State Zip Cock 4-Digit Zip Code Extensior
~-None-- ~
usa
Bay Area Legal Aid

* Qualification Questions

Back Ml Cancel M Save and Continue

Figure 9: Image of Applicant Personal Information Section

Be aware that users must type different email addresses for their personal and professional
contact emails. Also, note that many grantees opted for the preferred method of payment, direct
deposit. If you would like detailed instructions on how to complete this form, please refer to
Appendix A in the GrantEase Release 2 User Manual.

Once all the personal information has been added, users should move on to the qualification
questions.

@ GRANTEASE Grants Management System $ As a Grantee v e v LSC‘ ;

LEGAL SERVICES CORPORATION

€ | #  Opportunities Applications Grants Monitoring  Closeout ¢ [ ]

Fields marked as * are required

* Applicant Information

 Qualification Questions

Qualification
Questions

“What is your total outstanding law school debt at the time of

“What is your total gross annual income

more than $35,0007

--None-- v

Save and Gonte

Figure 10: Image of Qualification Questions Section

These questions will capture the basic information required for an application to be considered for
the LRAP grant including when you started working for the grantee organization, your standing
with the grantee organization, if you work at least 35 hours with the grantee organization, your
outstanding law school debt, gross annual income, and whether your net worth is above $35,000.
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Remember if you would like more information about the questions, please hover over the i-icons
to review important explanations.

@ GRANTEASE Grants Management System w As a Grantee v e v LSC

€ | # | Opportunities Applications Grants Monitoring  Closeout ¢

Fields marked as * are required

« Applicant Information

4 Qualification Questions

Information Icon

Save and Continue
Button

| |

Save and Continue

Figure 11: Image of the Information Icons on the Account Registration Page

Once finished, users should click on the “Save and Continue” button.

CONFIRMATION EMAIL & BEGINNING THE APPLICATION
Once LSC receives the registration and upon approval, the system will send users an email that
will allow them to begin their LRAP application in GrantEase.

After the email is received, users should click on the link that says, “CLICK HERE.” Once there,
users will be asked to create a new password that is at least 8 characters long, 1 capital letter and
1 number. After creating a password, the GrantEase basic user interface will appear.

THE LRAP BASIC USER INTERFACE IN GRANTEASE
In the top tool bar, applicants will see the GrantEase symbol along with the LSC symbol.

® GRANTEASE
Eaansn)

€ # Opporuniies Applications Grants  Monitoring

Closeout €

Task Summary By Due Date

Task Summary By Phase

Opportunities o Late 0

All Applications 0 Due within 7 Days 0

— Grants o Due within 30 Day 0
= Tasks ys

My Tasks -

Pending Tasks
Completed Tasks

™ Activities -

Manitoring o Due in more than 30 Days 0

Closeout 0

Analytics [

Figure 12: Image of the Top Tool Bar

This section of the page will allow applicants to see their own individual profile and make minor
alterations.
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First, users may begin by clicking on the greyed-out profile image on the top right-hand side of
the screen followed by selecting “My Profile” from the options list.

As a Grantee v

L
- & Percy Schwabelbach
& My Profile _

MyF C Logout

Figure 13: Image of the Top Tool Bar

There are three functions applicants will be able to accomplish here.
e First, applicants can take a snapshot of their grantee profile by clicking on the 3-
leveled hamburger icon on the top right-hand side of the screen and then selecting
the type of output they would prefer (“PDF” or “Take a SnapShot”).

Grants Management System

# Opportunities  Applications  Grants  Monitoring  Closeout ¢

Download As PDF
() Take Snapshot

[BProfile Information % Attachments

a User Information

First Name ast Name Affilated Insttution

= Percy Schwabelbach
Percy Schwabelbach

Contact
User Role Accessibility Made profemail @yopmail.com

Figure 14: Image of the Menu Icon for the Grantee Profile

e Second, applicants can insert an image they would like to include by scrolling
over the large greyed-out profile image on the left and selecting “Upload.”

Upload]l Delete
Figure 15: Image of the Greyed-Out Profile Image

e Finally, applicants can upload documents that are relevant to their position. By
clicking on “Attachments” tab, then selecting the “ADD” button, applicants can
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find or select documents they wish to add to their profile, select them, then click
the “SAVE?” button.

America’s Parener
for Equal Justice

@ GRANTEASE Grants Management System * As a Grantee v e v LSC

LEGAL SEAVIGES CORPORATION

€ '@ Opportunities Applications Grants Monitoring  Closeout G

Percy Schwabelbach m =

Q, Search

[2) Profile Information || % Attachments.

== Tasks

My Tasks - - Attachments

Pending Tasks
Description Date Attached Petoy Schwahialbech
™ Activities - Contact
No Records Found profemail @yopmail.com
Organization -
» Contribution
0 0 o
® Recently Viewed - Posts & Comments  Likes

- Comments  Recieved  Received
REI Test LRAP_Announc...

DEMO LRAP

Figure 16: Image of the LRAP Application Attachments Tab and Add Button

Add Attachments x

Upload file from Computer

“Type Other ~

*File Choose File | No file chosen

*Description

=

Figure 17: Image of the LRAP Application Attachments Pop-up

The 2nd Tier tool bar will serve as the hub of an applicant’s grant once complete.
o Keep in mind when clicking on these individual tabs, the content that will appear
in the left-hand side bar will change.

@ GRANTEASE Grants Management System

{ @ Opportunities Applications Grants Monitoring  Closeout &%

Bv IT.:I:::W'... I I I”TM By Due Dat 0

Q, Search

Applications 0 Due within 7 Days 0
B= Tasks = Grants 0 Due within 30 Days 0
My Tasks Monitoring 0 Due in more than 30 Days o
Pending Tasks
Closeout 0
Completed Tasks
Analytics. 0

™ Activities
Organization

Individual Profile

@ Recently Viewed -

REI Test LRAP_Announc.

DEMO LRAP

Figure 18: Image of the 2™ Tier Toolbar on the Home Screen

These tabs include:
e The Home Icon that will allow users to return to the main screen.
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o PLEASE NOTE: Users will NOT be able to see “Tasks” or “Individual
Grantee Profile” unless they are on the home screen.
The Opportunities tab will display perspective grant opportunities.
The Applications tab will show the applications submitted and status.
The Grants tab will display all current grants.
The Monitoring tab will allow for oversight.
The Closeout tab will show grant closeouts and amendments.

Finally, there is an icon that appears on this secondary tool bar that will serve as a valuable data
analysis tools when launched.

e The pie symbol, which will show all of the grant data in one location.

On the left SIDE BAR, users will find the following items:
\@(il‘v\l\‘ TEASE

Grants Management System L

Task Summary By Due Date

Due within 7 Days o
Due within 30 Days

° Due in more than 30 Days °

DEMO LRAP

DEMO LRAP

& Notes

B3 Messages

Terms of Use | Privacy Policy

Figure 19: Image of the Side Bar on Individual User Screen

e The Search tab which allows for an open search (by word or phrase) or the drop-
down which allows users to select from the predefined list.

e The Tasks tab allows the user to view tasks assigned by LSC.

e The Activities tab will allow individuals to see their individual profile including
their added addresses and contact information. Please make sure to update this
information as it changes to continue to receive payments in a timely manner.

e The Recently Viewed tab serves as a “Pin” option that will show users the most
recently viewed location in GrantEase.

e For Technical Support, select the Technical Support tab.

e Finally, there will be a Useful Links tab at the very bottom of the column.

The home screen in the center of the Basic User Interface will show users some basic statistics on
the LRAP grant. This may include current tasks summary by phase, tasks summary by due date,
and the user feed.
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{@GRANTEASE Grants Management System w As e Grenies v o

£ | #  Opportunities Applicalions  Grants  Moniloring

Q search

Task Summary By Phase Task Summary By Due Date
Late
Ouo wiin 7 Days
Due witin 30 Days

nnnnn uo in mare than 30 Days

@ Recently Viewed =

DEMO LRAP

FEI Test LRAP Competiive

REI Tost LRAP_Announ.

REI Tost LRAP_Announc.

DEMO LRAP
DEMO LAAP
DEMO LRAP
DEMO LRAP

My Workspace

(@ GRANTEASE

Q, search

Grants Management System

€ | #  Opportunities Applications  Grants Monitoring  Closeout €%

My Workspace
| £ Messages | & Notes | ) Files

Al
November 2020 ¥ Week | Day

£ Tasks

Sug Mon Wed Fri

My Tasks
Pending
Comy
™ Aciivities
Organization -

@ Recently Viewed

DEMO LRAP
DEMO LRAP
RE] Tost Abany Law Sch.
DEMO LRAP

DEMO LRAP
DEMO LRAP
DEMO LRAP
RE] Tost LRAP Competiive
RE] Tost LRAP Competiive
REI Test LRAP Competiive

D Technical Support

Figure 21: Image of the GrantEase Individual User Workspace
Here users can find:
e A Calendar of important deadlines and dates.
e Messages that you have received or sent.
e An option to take Notes either to remind oneself or other organizational users of
a task or important item.
e A Files section that serves as a space to search for documents or select, upload,
and download any relevant documents.
o Files can be sorted by Name, Description, Attached to, the Owner, the
Last date modified and Actions.
o Options can be filtered by clicking on the respective tab and arranging
alphabetically or by date.

BEGINNING THE LRAP APPLICATION
To begin your LRAP Application, click on the Opportunities tab in the 2nd tier toolbar.
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é@ GRANTEASE  Grants Management System v Asa Grantes + 0 . LsCl:

€ [# Opporunities Applications Grants Monitoring  Gloseout %

Q search TaskSummary By Phase Task Summary By Due Date

Opportunities Tab ;

- Activities -
Organization =
@ Recently Viewed ~ —
REI Test LRAP_Annaunc..
DEMO LAAP
RE Test LRAP Compatiive
REI Tost LRAP_Annaunc.
REI Test LRAP_Annaunc...
DEMO LRAP
DEMO LRAP
DEMO LAAP

DENO LAAP
My Workspace

DEMO LRAR

& Notes €2 Files

3 Messages

@ Technical Support
¥covtrants Terms of Use | Privacy Policy

Figure 22: Image of the Opportunities Tab on the Individual User Screen

To begin the application, click on Not Yet Qualified opportunities.

.(@ GRANTEASE Grants Management System v As & Grantes

<€ | # | Opportunilies  Applications Grants  Monitoring  Closeout &%

Q, Search -
. m I  Not Yet Qualified Opportunities - All ¥ I —
. Q]
== Tasks = L Opportunity  Application
EGMS ID Title Type Application Ao Da | DiaDatei | ums Actions.
Tasks = Required?
Evncing Takx AN-025 REI Test Competitive Competitive No 08/31/2020 12/30/2020 Published @
Complated Tasks

. Activities =

- : Not Yet Qualified
Qualfied Tab

Converted to Application

@ Recently Viewed

Figure 23: Image of the Not Yet Qualified Opportunities Listing for LRAP Applicants

Once in the Not Yet Qualified opportunity, users will see the LRAP grant opportunity. To begin
filling out the LRAP application, users should click on the green eyeball icon.

@ GRANTEASE Grants Management System w Asa Grantee v 0 u S

& | # | Opportunities Applications Grants Monhoring  Closeout €%

I & Not Yet Qualified Opportunities - All ¥
n : 2]
=5 Tasks = e Opportunity  Application
b Eams ID e Type Application status ons
D
— = s Release Date  Due Date ¥
Pending Tesks I AN-025 REI Test LRAP Competitive Competitive No 08/31/2020 12/30/2020 Published @ I
Completed Tasks
Totai Records: 1
. Activities =;

Figure 24: Image of a Selecting the LRAP Application using the View Icon

A new screen will open and will show the details of the grant; please review these details before
moving on.

Users must begin by qualifying for the opportunity. To qualify the opportunity, users should click
on the Qualify button in the top right-hand side of the screen.
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~~
@ GRANTEASE Grants Management System v As a Grantee v 0 « LSC

& | # | Opporiunities Applications  Grants  Monitoring  Closeout €%

REI Test LRAP Competitive
Al AN-025 Published 1 020

= Tt : Qualify Button

Tasks =

Ponding Tasks
_ WOverview  $ Additional Information % Attachments i Collab
Gompleted Tasks

[ Activities

 Opportunity Information

Opportunities -

ot Yet Quaiied dpportunity Nas r Progres
lcd REI Test LRAP Competitive Competitive PG-0016

Converted to Application deximum # Applications Allowed

10

REI Test LRAP Competiive

RE| Test LAAP_Announc & Opportunity Specific Settings

DEMO LRAP

ol il No No htip:/www.google.comi
REI Tost LAAP_Announc.

DEMO LRAP

DEMO LRAP « Details

DEMOLRAP

DEMO LRAP Al T

Figure 25: Image of Qualifying an LRAP Opportunity by Selecting the Qualify Button

Once users have qualified the opportunity, they will need to acknowledge that all of the
information that appears under the applicant information section is correct by checking both of
the acknowledgement boxes confirming that all information is correct and certifying that all
statements will be true and accurate.

Ame ner
@ Grants Management System w As a Grantee v - LSC‘ ce
LEGAL SERVICES CORPORATION

> ‘ﬂ Opportunities | Applications Grants  Monitoring  Closeout €%

Fields marked as * are required

W Overview

oI NMAe

Acknowledgement Boxes

+ Introduction

a Applicant Information

Applicant 55
Percy Schwabelbach 444 my e home, , 22222, USA

Porsonal Email il Emai Please confirm all information is correct

myemail@email.com nail@email.com (]

a Acknowledgement

I have read these certfications and understand that *Acknowledgement Subritted By Subrmitied On
by completing this form and submitting it to LSC, | [[]1 Agree

certify the statements ta be true and agree to
comply with all of the rules, policies, and
assurances applicable to the LRAP.

Figure 26: Image of the Application Accuracy and Acknowledgement Checkboxes

Once this is done, users should click on the SAVE button.
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@ Grants Management System

# | Opportunities | Applications Grants Monitoring ~ Closeout €%

W Overview

OCEMO o

+ Introduction

4 Applicant Information

Applican!

Percy Schwabelbach

Payment Address

444 my home,home, , 22222, USA

* As a Grantee v 9\. L

Fields marked as * are required

Mobile Number

Parsonal Email Professional Email

myemail@email.com profemail @email.com

= Acknowledgement

I have read these certifications and understand that
by completing this form and submitting it to LSC, |
certify the statements to be true and agree to
comply with all of the rules, policies, and
assurances applicable 1o the LRAP.

SAVE Button

N\

Gagonl

Figure 27: Image of the Completed Acknowledgement Checkboxes and the Save Button

Once users have acknowledged accuracy, they should select the Create Application button on

the top right-hand side of the screen.

@ GRANTEASE

Grants Management System

(‘ﬁ Opportunities = Applications  Grants ~ Monitoring ~ Gloseout €%

Opportunity
REI Test LRAP Competitive
EGMS ID Status
AN--025 Qualified
== Tasks =
Tasks -
Pending Tasks
WOverview  $ Additional Information 9 Attachments "D History
Completed Tasks
I Activities —  Opportunity Information
Opportunities =
Not Yet Qualified Opportunity Name Type
Qualified REI Test LRAP Competitive Competitive

Convened 1o Application e
@ Recently Viewed = 1
REI Test LRAP Competitive

REI Test LRAP_Announc ~ Opportunity Specific Settings
DEMO LRAP

REI Test LRAP_Announc...

No
REI Test LRAP_Announc..
DEMO LRAP

DEMO LRAP = Opportunity Details

DEMO LRAP
escriphion

BE| Test

DEMO LRAP Descriotion

& Coll

Create Application
Button

PG-0016

Est Funding o
http:/www.google.com/

Figure 28: Image of the LRAP Create Application Button

The next screen is organized by four tabs:

e The Overview tab which is similar to the first page in that it provides a summary

of the application.
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e The Eligibility tab which corresponds to the questions asked during the
registration process,

e The tab, where the official application is, and

e The Collab tab.

Z Grants Management System W As a Grantee v e v LSC

LEGAL SERVICES CORPORATION

Amcrica’s Partner
for Equal Justice

# | Opportunities = Applications Grants Monitoring ~ Closeout ¢

Application Title Submit to Grantor m Refresh

REI Test LRAP Competitive

EGMS ID Status Submitted On
AP--189 Created

Giﬂﬂlpv@

o

Created

ﬁOverview I B Eligibilty |[% Attachments|| @ Collab ||

4 Introduction

Established in 2005, the Legal Services Corporation’s (LSC) Herbert S. Garten Loan Repayment Assistance Program (LRAP) seeks to support LSC grantees’ efforts to recruit and retain qualified attorney staff to deliver high-
quality legal services. The LSC LRAP program provides forgivable loans to attorneys employed full-time at LSC-funded legal services providers to help them repay law school debt. Participating attorneys may receive
forgivable loans up to $5,600, which can be renewed for up to three (3) consecutive years, depending on continued eligibility and available funding. Interested parties must meet specific eligibility criteria to apply, and LSC may
use a lottery system to select successful applicants if the interest is greater than the available funds for a given cycle. For a detailed description of the program as well as information about the eligibility criteria and selection
process, please visit the LSC LRAP webpage.

The Applicant Information will reflect what is currently on your Grantee profile. If any information is incorrect, update it in the Individual Grantee profile and then click the ‘Refresh’ button at the top of the page to apply changes.

If you have additional questions about the program, please contact LRAPcoordinator@Isc.gov.

Thank you.

Figure 29: Image of the Created LRAP Application Main Screen and Tabs

After creating the application, users may begin filling out the LRAP application questions by
navigating to the Attachments tab.

The LRAP application can be viewed first by clicking on the green eyeball icon. Users can begin
filling out the application by clicking on the blue pencil icon.

@ Grants Management System * As a Grantee v e v

> | # | Opportunities = Applications Grants Monitoring  Closeout ¢

Q Application Title =
Y . Submit to Grantor | Edit | Refresh =]

=l REI Test LRAP Competitive :

_ EGMS ID Status Submitted On

® AP--189 Created

o

Created

Wl Overview Eligibility % Attachments & Collab

 All Forms
Form Name Mandatory Form Validated? Last Modified By Last Modified Date Actions
LRAP Full Funding Applicati... % Percy Schwabelbach 10/23/2020 5:04 PM @ 4

Figure 30: Image of the Created LRAP Application Attachments Tab
THE LRAP APPLICATION
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The LRAP application is 10 questions long; however, there may be some conditional or
supplemental questions, which means that if a user answers “Yes” or “No” to a question, they
may be required to answer supplemental questions.

Grants Management System W As a Grantee ~ 0 v ESE

LEGAL SERVICES CORPORATION

Americas Partner
for Equal Justice

I Opportunities  Applications Grants Monitoring Closeout [ <

LRAP Full Funding Application Form Cancel

Please complete all the questions listed below and attach req its on the tab as instructed

~ LRAP Full Funding Application

*1. Is this the first time you have applied to the Herbert S. Garten Loan Efloayment Assistance Program from the Legal Services Corporation?

--None--

*2. Gender

--None--

*4, How many individuals are living in your household, as partners or degndents, at ime of submission?

Figure 31: Image of the LRAP Application Questions
{@ GRANTEASE Grants Management System w As a Grantee v e v LSC

LEGAL SERVICES CORPORATION

Americ

€ | # | Opportunities  Applications Grants  Monitoring  Closeout ¢

Q Search

LRAP Full Funding Application Forn

Cancel | Save

Please complete all the questions listed below and attach required on the tab as il
= Tasks

Tasks Fields marked as * are required

4 LRAP Full Funding Application

T —— F— - Conditional

Yes
)
e o e o Question

Yes -

1.2. | have ensured that the documentation included with this application clearly shows the portion of my educational debt that refates to law schoo

Pending Tasks
Completed Tasks

™ Activities =

Opportunities =

Not Yet Qualified
Qualified

Converted to Application

@ Recently Viewed =

REI Test LRAP Competitive

N

REI Test LRAP Competitive

Gender

REI Test LRAP Compelilive
REI Test LRAP Competitive Female
REI Test LRAP_Announc...
DEMO LRAP ——

REI Test LRAP_Announc.
- Black, non-Hispanic

REI Test LRAP_Announc.

DEMO LRAP

Figure 32: Image of the LRAP Application Conditional Questions and Responses

Beside each question, users will see i-icons which may answer some questions about the
application questions. Users should scroll over the i-icons to find out more information about a
particular question.

123




Equal Justice

LEGAL SERVICES GORPORATION

(@ GRANTEASE Grants Management System w As a Grantee v 0 . LSEE

< ‘ # | Opportunities = Applications Grants Monitoring ~ Closeout ¢

Elfe]
Q Se: LRAP Fulluncing Applcaton Form

Please complete all the questions listed below and attach required on the tab as i

= Tasks

Tasks

Pending Tasks
Completed Tasks

[ Activities =

a LRAP Full Funding Application

*1. Is this the first time you have d to the Herbert S. Garten Loan Repayment Assistance Program from the Legal Services Corparation? H Inf()Imat]On ICOn
v

Yes

Opportunities -

Not Yet Qualified
Qualified

Converted to Application

1.1. Have you consolidated your law school loans with other educational loans? H Infon’nation Icon

Yes v

1.2. | have ensured that the documentation included with this application clearly shows the portion of my educational debt that relates o law schoo! 1
© Recently Viewed ﬂ Information Icon

REI Test LRAP Competitive

RE| Test LRAP Competitive K
REI Test LRAP Compeitive *2. Gender (1 Informatlon ICOH

Female

REI Test LRAP Competitive

REI Test LRAP_Announc...

ewo ke 2 H Information Icon

REI Test LRAP_Announc.

Black, non-Hispanic'
REI Test LRAP_Announc..

DEMO LRAP

Figure 33: Image of Information Icon Locations on the LRAP Application

Once users have completed all questions, they must again acknowledge the application’s
accuracy by checking the box in question number 10.

America's Partner
stice

@ GRANTEASE Grants Management System w As a Grantee v v LSC for Equa

LEGAL SERVICES CORPORATION

&£ | & | Opportunities  Applications Grants Monitoring  Closeout &%

Q, Search *6. What s your total household debt at fime of submission?
-None-- v
*7. Do you or have you received any other law school loan assistance from any other sources within the last year?
--None-- v
= Tasks
Tasks
Pending Tasks *8. Are your law school-related loans in good standing (current en repayment) at the time of subission?
Completed Tasks --None-- g
[ Activities =
Opportunities 2
*9. Da you take part in any time-limited fellowship programs that could affect your employment at an LSC funded Legal Services program?
Not Yet Qualified
~None-- ~
Qualified

Converted to Application

@ Recently Viewed

a Acknowledgement
REI Test LRAP Competitive

REI Test LRAP Competitive e ertifications and understand that by completing this form and submitting it to LSC, | certify the statements to be true and agree ta comply with all of the rules, policies, and assurances
REI Test LRAP Compatitive

REI Test LRAP Competitive

REI Test LRAP_Announc...
DEMO LRAP

REI Test LRAP_Announc...

REI Test LRAP_Announc...

DEMO LRAP

Figure 34: Image of the Acknowledgement Checkbox on the LRAP Application
When the application is complete, users should click on the Save button to move forward.
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%) GRANTEASE Grants Management System

” As a Grantee v

America's Partner
for Equal Justice

v LESG

LEGAL SERVICES CORPORATION

# | Opportunities | Applications Grants Monitoring  Closeout &%

7.1. Please state source (payer) and the amount received or to be received, during the last year.

Bank of Money; lots of money

7.2. Please stale the amount received or (o be re

10000

= Tasks
Tasks

law school-related loan tanding (current on repayment) at the time of submission?

Pending Tasks
Completed Tasks ~
| Activities =
Opportumis = SAVE Button
*3. Do you take part in any time-limited fellowship programs that could affect your employment at an LSC funded Legal Senvices program?
Not Yet Qualified
No v
Qualified

Converted fo Application

@ Recently Viewed =
REI Test LRAP Compeliive

a Acknowledgement

REI Test LRAP Competitive "% and that by completing this f amply with all of the rules, policies, and assurances
REI Test LRAP Competitive

REI Test LRAP Competitive

REI Test LRAP_Announc...
DEMO LRAP

RE! Test LRAP_Announc...

REI Test LRAP_Announc...

DEMO LRAP

Figure 35: Image of Saving a Completed and Acknowledged LRAP Application Form

Users will receive a message when their application has been successfully saved.

v As a Grantee v 0\«

Americals Partne
for Equal Justice

LSC

LEGAL SERVICES CORPORATION

(@ GRANTEASE Grants Management System

< # Opportunities = Applications Grants Monitoring  Gloseout [ ]

Q, Search

LRAP Full Funding Application Form

Validate Form Back

£ Tasks

Tasks —

Pending Tasks
Completed Tasks

™ Activities =

Please complete all the questions listed below and attach required documents on the ents tab as instructed

Opportunities - a LRAP Full Funding Application

Not Yet Qualified

b the Legal Services Corporation?

s this the firs!

Yes

e time you have applied o the Herbert S, Garten Loan Repayment Assistance Pr
ualified

Converted to Application

@ Recently Viewed -

DEMO LRAP

Successfully Saved
Message

REI Test Albany Law Sch...

DEMO LRAP

DEMO LRAP

DEMO LRAP £:Gander
Female

DEMO LRAP

REI Test LRAP Competitive

REI Test LRAP Compelitive 3. Race

White, non-Hispanic

REI Test LRAP Competitive

Figure 36: Image of a Successfully Saved, Completed LRAP Application

Before submitting the application, users should utilize the application/form validation feature in
the grant system; this will allow users to see which questions have been skipped or are not
complete.

On the top right-hand side, users will be able to “Validate” their form.
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@ GRANTEASE Grants Management System W As a Grantee v 0 v LSC

LEGAL SERVICES CORPORATION

£ | # | Opportunities  Applications Grants Monitoring  Gloseout €%

Q, Search

= Form saved successfully. %

LRAP Full Funding Application Form

Back

= Tasks

Tasks

Fendnglesa Please complete all the questions listed below and attach required on the tabas i
Completed Tasks

[ Activities =

Opportunities - « LRAP Full Funding Application
Not Yet Qualified
1. s this the first time you have applied to the Herbert S, Garten Loan Repayment Assistance Program from the Legal Services Gorporation?
Qualified Yes

Converted to Application

1.1. Have you consolidated your law st ther educational loans?
@ Recently Viewed = Yes

DEMO LRAP .

ed with this application clearly shows the portion of my educational debt that relates to law school. d
S — ¥ Validate Form
DEMO LRAP Button

1.2, I have ensured that the document:

DEMO LRAP

DEMO LRAP 2 Gandy
Female

DEMO LRAP

REI Test LRAP Compelitive

REI Test LRAP Compelitive 3 Race

REI Test LRAP Competitive White, non-Hispanic

Figure 37: Image of Validating a Completed and Saved LRAP Application Form

Once a user clicks on this button, a listing of all questions that are incomplete or missing will
appear.

@ GRANTEASE Grants Management System

& | & | Opportunities  Applications Grants Monitoring  Closeout €%

Q Search

LRAP Full Funding Application Form

[ Vs o | o | ou

= Tasks =

Tasks =

Py Tasks
snd g iTasks Please complete all the questions listed below and attach required documents on the Att
Completed Tasks

™ Activities =

s tab as instructed

Opportunities - 4 LRAP Full Funding Application
Not Yet Qualified
1. Is this the first ime you have applied to the Herbert S. Garten Loan Repayme ce Progr e Legal
Qualified

Gonverted to Application

DEMO LRAP Message

ed that the docume

REI Test Albany Law Sch...

DEMO LRAP
DEMO LRAP
DEMO LRAP 2:donder
Female
DEMO LRAP
REI Test LRAP Competitive
AEI Test LRAP Competitive 3. Race
REI Test LRAP Competitive White, non-Hispanic

Figure 38: Image of Validation Error Message for an Incomplete LRAP Application

Users can also see that a form has been validated on the main application screen where a check
mark will appear next to the form.
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= Tasks -

i .0 0O- O-= 0
" o [ 0] O
i Created i ation Ini Aai =W
Pending Tasks
Gompleted Tasks
W Overview Eligibility % Attachments % Collab

™ Activities -

Opportunities =

A All Forms

Not Yet Qualified

Qualified

Form Name Mandatory orm Validated? Last Modified By Last Modified Date Actions
Converted to Application

LRAP Full Funding Appl... v Percy Schwabelbach 11/04/2020 1:36 PM @ 4

@ Recently Viewed =
DEMO LRAP
REI Test Albany Law Sch..
“ Attachments

DEMO LRAP =
DEMO LRAP
———— Name Type Description Date Attached Attached By Actions

DEMO LRAP No Records Found
RE| Test LRAP Competitive

REI Test LRAP Competitive
“ Notes Add

RE| Test LRAP Competitive

Figure 39: Image of the Form Validation Check on the Main LRAP Application Screen

Additionally, users should note that GrantEase does not spellcheck a document. Thus, it is
imperative that users find an external source to spellcheck; for example, your browser may have a
spellcheck feature included with it. Alternatively, users may consider installing a software
program like Grammarly or others. If you are interested in receiving information or training
resources on these tools, please visit the LSC Training landing page.

At this point, users should rectify skipped and incomplete questions, then SAVE when complete.

(@GRANTEASE

Grants Management System

& | A | Opportuniies Applications Grants Monitoring  Closeout €%

Q, Search

s LRAP Fi ding Application For

vaiidate Form | Edit | Back I

=S Tasks

Please complete all the questions listed below and attach required documents on the Af tab as instructed

 LRAP Full Funding Application

Mot Yet Quaiified

Qualified

Converted to Application
REI Tast Albany Law Sch.
DEMO LRAP

DEMO LRAP

DEMO LRAP

DEMO LRAP

'REI Test LRAP Competitive
'RE Test LRAP Competitive

FEI Tes! LRAP Compelitve

Yes

Yes

Female

White, non-Hispanic

Successfully Validated
Form Message

Figure 40: Image of the Successfully Validated LRAP Application Form Message

SUBMITTING THE LRAP APPLICATION

Once users have completed answering all questions and have validated their application form,

they should submit the application to the grantor.

Users should click on the Back button to return to the main LRAP screen and find the Submit to

Grantor button on the top right-hand side of the screen.
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@ Grants Management System

# | Opportuniies | Applications  Grants  Monitoring  Closeout €%

cEMo .,

Please complete all the questions listed below and attach required documents on the Attachments tab as instructed

a LRAP Full Funding Application

1. I this the first time you have applied to the Herbert S. Garten Loan Repayment Assistance Program from

ed anv other law school |

WP e @ LSC

Validate Form | Edi

Back Button

Figure 41: Image of Select

ing the Back Button on a Completed and Validated LRAP Application

Once users click on the Submit to Grantor button, they will get a warning message asking if
they are sure that they want to submit the application. Users should click “Yes”.

@ GRANTEASE

Grants Management System

€ | # Opportunities Applications  Grants  Monitoring  Closeout €%

Q Search

vmmramuv ev LSClars e

Application Title = =
DEMO LRAP Submit to Grantor || Edit | Refresh ]
EGMS ID Status Submitted Or
AP--198 Created
=R
Tasks O O S ()
Created t
Completed Tasks
W Overview Eligibility ~ @ Attachments % Collab
™ Activities - P———
Opportunities - .
a All Forms S b G
— ubmit to Grantor
Qualified
Form Name Mandatory Form Validated? Last Modified By Last utton
Converted to Application
LRAP Full Funding Appl... v Percy Schwabelbach 114049 P @ 7
® Recently Viewed -
DEMO LRAP
REI Test Albany Law Sch...
4 Attachments Add
DEMO LRAP
DEMO LRAP
DEMO LRAP Name Type Description Date Attached Attached By Actions
DEMO LRAP No Records Found
REI Test LRAP Competitive
REI Test LRAP Competitive
4+ Notes Add
REI Test LRAP Competitive

Figure 42: Image of the Submit to Grantor Button on the Main LRAP Application Screen

Once users click on the Submit to Grantor button, they will get a warning message asking if

they are sure that they want to submit the application.

Users should click “Yes”.

They will then see that the green status bar has changed from Qualified to Submitted to

Grantor.
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’ GRANTEASE Grants Management System

& | # | Opportunities  Applications Grants Monitoring  Closeout €%

Q, Search o S——
DEMO LRAP -
EGMS IC Status Submitted On
Al AP--196 Review Initiated 11/03/2020 7:00 PM
== Tasks
Tasks =
Completed Task:
i W Overview Eligibility R At nts % Collab
™ Activities -
RPOrSS = a All Forms =
Not Yet Qualified -
Quatied Form Name S meltted Last Modified By Last Modified Date Actions

Converted to Application

LRAP Full Fundiny Appllcatlon Percy Schwabelbach 11/04/2020 1:36 PM @

DEMO LRAP

DEMO LRAP
“ Attachments Add
REI Tost Albany Law Sch...
DEMO LRAP

R LR Name Type Description Date Attached Attached By Actions
DEMO LRAP No Records Found

DEMO LRAP

“ Notes

REI Test LRAP Compelitive m

REI Tost LRAP Compatitive.

Figure 43: Image of the Updated Application Status Bar

If LSC has questions, users will receive a notification via email and also receive a notification
about the application status.
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2. Loan Repayment Assistance Program: Managing Your LRAP Grant
SIGNING THE LRAP PROMISSORY NOTE
After applicants have submitted their application to LSC and IF the LRAP application is

approved, the participating attorney will receive an email requesting that the participating
attorney review and electronically sign their LRAP Promissory Note.

The Promissory Note signature will happen outside of GrantEase, through Adobe E-sign.
Participating attorneys will receive an Adobe e-sign request via email.

(NOTE: Recipients should follow the directions provided in the Adobe e-sign
request email to sign the Promissory Note. Click on the “Adobe Sign Agreement”
link to open the Promissory Note for signature.)

BiWrite | iForward ' B View | .3 |\ X

Signature requested on "Adobe Sign Agreement”
From: GrantEase Support <adobesign@adobesign.com=>
Date: 2021-05-25 17:19

-- Show pictures. —

GrantEase Support requests your signature on
Adobe Sign Agreement

Jennifer, please sign this test LRAP award agreement.

-Judy

GRANTEASE SUPPORT

LSCGrantAdministration@lsc.gov

After you sign Adobe Sign Agreement, all parties will receive a final PDF copy by email.

Don't forward this email: If you don't want to sign, you can delegate to someone else.

By proceeding, you agree that this agreement may be signed using electronic or handwritten signatures.

To ensure that you continue receiving our emails, please add adobesign@adobesign.com to your address book or safe list.

@ 2021 Adobe. All rights reserved.

Figure 1: Image of the Adobe E-sign Request Email with the LRAP Promissory Note

Please read the entire Promissory Note before signing your name at the very end of the
agreement as indicated by the yellow arrows.
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Adobe Sign Agreement

LSC\JE::] L:.'*:

APORAT

LEGAL SERVICES CORPORATION
HERBERT 5. GARTEN LOAN REPAVMENT ASSISTANCE PROGRAM
2021 PROMISSORY NOTE

BORROWER NAME. Percy Scimabeliach
GRANTEE NAME: Bay Aswa Legal Acd
cmm-mnmw Washingion D.C. 20007
twv dishvarsemmenty

oo ik
DATES: Fox this Nots, the curent year o2 2011 and the pricr yu 12 2030
EMELOYMENT PERIOD: October | of the pric yaas Srovagh

Immq—nmdumm-hmu; s, 2 agree o e
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Froemsascey Noce, Frog

1L LOAN PRDNCIPAL
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e
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L. Ay th

enceed the pernsisiible legal sate will apply 1o the Loan Frscipal

V. DISTESHITON SCHEDLT P AND TREMS,

LSC well ot the Lo Prespal by the Sollowing Disrdusion Schaduls sad Terms.
A Dobren Schedie,

Figure 2: Image of an Adobe E-Sign LRAP Award Promissory Note

Once the signed document is submitted, LSC will receive the fully executed Promissory
Note in GrantEase.

FINANCIAL MANAGEMENT SYSTEM: ESTABLISHING YOUR
GATEKEEPER ACCOUNT

The system LSC uses to make award payments to participating attorneys through direct
deposit is called Gatekeeper.

Once LRAP funding decisions are made, Gatekeeper will send the LRAP recipient a
message requiring the one-time creation of an account in the Gatekeeper system.

Please note that only first-time recipients and any returning recipient that has had a
change in banking information since the last award payment will need to complete this
step. All other returning participating attorneys do not have to take any action with
Gatekeeper. LSC has transferred their information over from the previous grants
management system and no further action is required.

LRAP recipients should click on the green activate account button which will take
them to a new screen to create an account password. (NOTE: Please create a password
that follows the instructions on the screen.)
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I SC America’s Partner
for Equal Jusrice

LEGAL SERVICES CORPORATION

Legal Services Corporation (5815)

Figure 3: Image of Selecting the Activate Account Button on the Gatekeeper Account Creation Screen

America’s Partner
for Equal Justice

LSC

LEGAL SERVICES CORPORATION

Password Setup

2assword Confirmation

e to Gatekeeper's

Figure 4: Image of Creating, Confirming, and Saving the Gatekeeper Account Password

Once the account password has been updated, LRAP recipients will see the Gatekeeper
main portal.

Amcicstane = LEgal Services Corporation » © D sepoacewe oo G jenaier fivers >

LSC foe Equal Justice

LEGAL SERVICES CORPORATION

Grantees And Vendor Portal Dashboard

Home
% Cashboard

@
-
&, Grantees And

= T
Quick Links » aa (=] Q
Vendors Ugpdate Profile Send Message ‘Contact Support

B contracts

E My Open Forms
™ Events
Messages Form Name 4 Cordname 4 LnkedTo & sums B

& cCurrentphase 4 Progress s

B Forms Internal| New Request Jenifer Rivers Phase 3ol 8) [ EEY View more
1B Files
F My Open Events

05 Gatekeeper
(5 Gatekeepes Event Type Event Title Linked to Due Date

There are noitems ta display.

Figure 5: Image of the Gatekeeper Main Portal Screen
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Next to the newly created account, LRAP recipients will see a blue Update This Form
button which they should select.

|Amm“-s|.mm, = Lega| Services Corporation » = D supsertcenre 9B UsD Q Jensiifer Rivers »
LSC for Equal Justice
LEGAL SERVICES CORPORATION

Grantees And Vendor Portal Dashboard Home
%, Dashboard

@

4 Grantees and Quick Links » [=] E @
Vendors Update Profile Send Message Contact Support

B contracts

™ Events

E My Dpen Forms

Messages Form Name :  Cardname 4 LnkedTo s & Curentphase :  Progress &
B Foms Internal| New Request Jeniifer Rivers Phase 3{of 8) [l
B Files
- My Open Events
Ga;;ieuner

Event Type Event Title Linked to Due Date

There are no items o display.

= My Messages

Figure 6: Image of Selecting the Update this Form Button on the Gatekeeper Main Portal Screen

A new screen will appear for the recipient to fill in their account information.

(NOTE: Please provide all required information including banking information, address
email address, phone number.)

(Eeemaram) Mo o chosen

[% [ cancar | [Fome | I

Figure 7: Image of the Update Form Screen in the Gatekeeper System
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Country ® v

EMAIL ADDRESS & PHONE

*Email Address *Fhone

BANKING INFORMATION

*Bank Mame *Bank Account Number

* Bank Routing Number

*Bank Type

Choose Files | No file chosen

Figure 8: Image of the Contact and Banking Information Sections of the Update Form Screen

When the LRAP recipient gets to the section at the bottom of the form that asks the
account holder to upload a copy of their W-9, they should select the Choose File button

and upload their completed W-9 form. Gatekeeper provides a link to a blank W-9 form in
the information icon.

*Bank Routing Number *Bank Type

Choose Files | No file chosen

Figure 9: Image of the W-9 Form Link and File Upload Button on the Update Form Screen

After adding all the required account information, LRAP recipients should select the
Submit button. (NOTE: This process is done only one time.)
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BB vendor Portal | Update Form
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INSTRUCTIONS

EMAIL ADDRESS i PHONE

- Ernail Addy

Mypersanzlemail@gmail.com

BAMKING INFORMATION

\\ Submit
Form

fwa_samplepar

Ghoosa Fitas | Mo file chasen

Figure 10: Image of Selecting the Submit Form Button on a Completed Update Form

For any changes with banking information, grant recipients should reach out to LSC at
LRAP@]Isc.gov.

COMPLETING THE LRAP PAYMENT REQUEST

Approximately fifteen days prior to the scheduled payment date, GrantEase will send an
email notification to the participating attorney that the payment request task has been
created. The LRAP recipient should log into GrantEase and navigate to the Tasks tab on

the left-hand side bar.
@ GRANTEASE Granis Management System w Az a Graniee v e v LSC
€ | # Opportunives  Appicatons  Granks  Monforng  Chaseout
Qiscarch - Task Summary By Phase Task Summary By Due Date My Faed o
[a] Copotumties 0 Late ) o foods avadabie.
A . hesicasons 0 Bue it Bays '
[ 0 - "
= Tasks -
My T . Morsiorrg 3 nimote "
s — Tasks Tab \
Completed Tasks
- Activitie: -
org =
Indwidusl Frofh |

Figure 11: Image of Navigating to the Tasks Tab from the Main GrantEase Screen

Under the Tasks tab, recipients should select Pending Tasks and locate the Payment
Request task.
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Figure 12: Image of Selecting Pending Tasks in the Tasks Tab on the Main GrantEase Screen
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May 2021 LAAP UAT Ho reconds found
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Figure 13: Image of Selecting the Search Bar to Locate and Initiate an LRAP Payment Request

On the far right-hand side of the screen, participating attorneys will see a green play
button.

Participating attorneys should select the green play button which will take them into a
new screen to manage the LRAP payment request.

(@ GRANTEASE Grants Management System w A5 9 Grantea v e . LSC
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o Recently Viewed ) EGMS ID Typo Subject Assigned To Dy
May 2021 LRAP UAT Wo reconds found Play
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May 2021 LRAF UAT
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Figure 14: Image of Selecting the Green Play Button to Initiate an LRAP Payment Request

Here, participating attorneys should start by reading the Overview section for any
important details.
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Figure 15: Image of Navigating to the Overview Tab of the LRAP Payment Request

After reading the Overview tab, participating attorneys should proceed to the Financials
Tab where they will confirm the accuracy of the request details.
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Figure 16: Image of Navigating to the Financials Tab of the LRAP Payment Request

To complete this section, recipients should select the Edit mode button in the top right
corner and then check the acknowledgement box.
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Figure 17: Image of Selecting the Edit Button to Complete the LRAP Payment Request
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Figure 18: Image of the Acknowledgement Checkbox for the LRAP Payment Request

After the participating attorney has checked the box, they should submit the payment
request to their Executive Director.
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Figure 19: Image of a Completed LRAP Payment Request and Selecting the Save Button

Recipients can do this by selecting the Submit to Executive Director button. This will
move the status bar to Sent to Executive Director.
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Figure 20: Image of Selecting the Submit to Executive Director Button on the LRAP Request
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Confirm

Are you sure you are ready to send the payment request to your executive director?

Figure 21: Image of the Submission Confirmation Pop-up Screen
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Figure 22: Image of the Updated LRAP Payment Request Status to “Sent to ED”

The next section will cover the steps necessary for the Executive Director to certify the
payment request.

CERTIFICATION OF PAYMENT REQUEST BY THE EXECUTIVE DIRECTOR

The Executive Director is responsible for certifying that the participating attorney is in
good standing through the LRAP Payment Requests task in GrantEase.

To certify a payment request, the Executive Director should log into their account and
then click on the Tasks tab in the left-hand side bar.
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Figure 23: Image of Navigating to the Tasks Tab on the Main Screen
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Once in the Tasks tab, the Executive Director should locate the Pending Tasks tab.
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Figure 24: Image of Selecting Pending Tasks from the Tasks Tab

Once in the Pending Tasks Tab, users may need to search for the specific application that
requires their certification. Executive directors can do this by typing the name of the
participating attorney into the search bar.
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Figure 25: Image of Selecting the Search Bar to Locate a Specific Payment Request
Executive Directors should click on the green play button which will take them to a new
screen where they must certify the form.
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Figure 26: Image of Selecting the Play Button to Complete an LRAP Payment Request
To certify the form, Executive Directors should select the Edit mode button, answer

questions one through three, and then check the certification box acknowledging that the
information provided is accurate.
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Figure 27: Image of the Instructions and Selecting the Edit Button on an ED Certification Form
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Figure 28: Image of the Required Questions and Certification Acknowledgement Checkbox on the ED
Certification Form

Once finished, Executive Directors should select the Save button, and then select the
Certify Form button in the top right-hand corner of the screen.
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Figure 29: Image of Selecting the Save Button on a Completed LRAP ED Certification Form

141




@GRANTEASE Grants Management Sysiem

g el ot s o " L Certif}f Form
Button

Figure 30: Image of Selecting the Certify Form Button on a Completed and Saved LRAP Executive
Director Certification Form

Once the form has been certified, LSC will notify either the Executive Director or the
LRAP recipient if there is something wrong or missing.

Once LSC approves the certified payment request, it should take five to seven business
days from acceptance for a recipient to receive payment.
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Pro Bono Innovation Fund Grant

1. Completing a PBIF Pre-Application
LOCATING A PBIF OPPORTUNITY

To begin the Pre-Application, users should click on the Opportunities Tab which can be

found in the 2nd Tier Tool bar.
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Figure 1: Image of the Home Screen and Selecting the Opportunities Tab

Once in the Opportunities Tab, users will see three options appear on the Side Bar: Not
Yet Qualified, Qualified, and Converted to Application.

To locate the PBIF Pre-Application, select “Not Yet Qualified.”
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Figure 2: Image of the Opportunities Tab and the Types of Opportunities Available

Users will be taken to a new screen where they will be able to view new opportunities.
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Figure 3: Image of Not Yet Qualified Opportunities

Three different types of PBIF opportunities will be displayed including:

e Project Grants which leverage volunteers to meet a critical, unmet, and well-

defined client need.

e Transformation Grants which are targeted towards LSC grantees whose leadership
is committed to restructuring an entire pro bono program and incorporating Pro
Bono best practices into core, high-priority client services with an urgency to create
a high-impact pro bono program and finally.

e Sustainability Grants which are only available to current Pro Bono Innovation
Fund grantees and aim to support further development of the most promising and
replicable Pro Bono Innovation Fund projects with an additional 24 months of

funding.
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Figure 4: Image of the Opportunity Information Columns

An opportunity will display the following information:
e EGMS ID for the Grant Announcement, not the user,
Title of the Announcement,
Type of Announcement,
Pre-Application Requirement,
Opportunity Release Date will show when the opportunity was deployed and
Application Due Date will show when the application is due, and
Action Column will allow you to see the current opportunity.

To view an opportunity, users should click on the green eyeball icon in the Actions
column.
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Figure 5: Image of Selecting the View Icon for a PBIF Sustainability Grant Opportunity
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QUALIFYING AND CONVERTING THE PBIF OPPORTUNITY
Before moving on and creating the Pre-Application for the PBIF grant, we ask that users
review the Overview Tab and all other information listed there.
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Figure 6: Image of the Various Sections of the Overview Tab

In the Overview Tab, users will see general information that varies from form to form.
This information is divided into various sections including: Grant Details, Key Dates,
Q&A information, and Terms and Conditions among other sections.

Once users have reviewed the Overview Tab, we ask that users click on the Qualify
button on the top or bottom of the right-hand side of the screen.
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Figure 7: Image of Selecting the Qualify Button for a PBIF Pre-Application
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Once users have qualified for the opportunity, they can create their Pre-Application by
clicking on the Create Pre-Application button on the top or bottom of the right-hand
side of the screen.

(@GR.-\I\TFAS[ Grants Management System Y i Oy LS(

& | #  Dpponriliss  Appicsicns Crasts  Menberbg  Clessadl 0

Crpedunly - -
REI Test Sustainability Announcement 001 _
EaHS I Shks Apsbaation Jus Dl
DR Cualiiod e

Wownis Ubkchourts Dicoy S Colah Create Pre- App]ication
~ Oppartunity Information ButtOIl
= Opportunity Specilic Seltings

» Eigibility Details

« Opportunity Datails

= Conlacts

= Terms & Conditions

- Key Dales
= O&A Information

« System Information

Greanaa g Croang D
Genevievs Rchanson 0242021 348 PM

Lt et n D
OB 3,43 P

Dreain Pri-dppichon

Figure 8: Image of Selecting the Create Pre-Application Button

PBIF CONTACT ACKNOWLEDGEMENT
Before beginning the Pre-Application, users must assign a point of contact person for
LSC to reach out to if they have any questions.

To do this, users should click on the magnifying glass icon to search for a grantee staff

contact.
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Figure 9: Image of Selecting the Search Box for a Grantee Staff Contact for the Pre-Application
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After typing in the contact name and locating the appropriate person, users should click
on the SELECT hyperlink next to the name listed in the Actions column.
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Ami Cruz-Barroga acruz-barroga @ yopmail com
Amy Froeland afrealand @ yopmail.com
Andrea Crider scrider @yopmail.com

Show 10~ Enlras Tiotal recorda: 1411 Fago1of13 WM

Figure 10: Image of Searching for a Grantee Staff Contact for the Pre-Application
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Figure 11: Image of Selecting a Grantee Staff Contact for the Pre-Application

If the staff contact does not appear, users will need to go back and add the staff contact to
their Grantee Profile. (Please see the Updating Your Grantee Profile module for more
information.)
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https://youtu.be/MizDnUgmEWs

Once users have denoted a staff contact, they will need to acknowledge that all

information that they are about to provide is accurate and complete by clicking on the “I
Agree” checkbox and then selecting the Save button.

TR TR

B Owize .
Nl il Cukfed

(Ovaifind

& Pre-Application Overview

Canmaried i3 Appdzali

@ Recenty Viawed

REl Tezt Sustainabify Arncuncemert_00°

& Acknowledgement

sty pertity thar the infamation | am providing is eccuree ard Subm oz By Subm Had O
cempiete. | elso cersty hal | et evipmed g peovdd lerws
aanding

Figure 12: Image of the Selected Staff Contact and the Accuracy Acknowledgement Checkbox
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Figure 13: Image of the Completed Accuracy Acknowledgement Checkbox
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Figure 14: Image of Selecting the Save Button for Creating the Pre-Application

If users would like to leave the PBIF Pre-Application before completion and return, users

must locate the PBIF Pre-Application in the Applications Tab, followed by selecting
Pre-Applications on the left-hand Side Bar.
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Figure 15: Image of Selecting the Pre-Application from the Applications Tab of the Side Bar

The PBIF Pre-Application that is ready to be filled out will show “Created” in the Status
column (this notifies users that it is ready for the application’s next step). Clicking on the
green eyeball next to a “Created” PBIF Pre-Application will take the user to the screen to

continue filling out the Pre-Application.
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Figure 16: Image of Locating a “Created” Pre-Applic

ation and Adding Data to a Pre-Application

To continue filling out the PBIF Pre-Application, click on the blue pencil icon. This will open up the
edit screen and allow users to continue their pre-application, including forms and budget.

NOTE: USER will be able to SAVE their work and return to the applications tab to complete at a later time.

PBIF PRE-APPLICATION FORM

Users will then be taken to a new screen. It is possible that the staff who are responsible
for the PBIF grant and for the Pro Bono work may not be the same staff that have

GrantEase user accounts.
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Therefore, to make this as seamless as possible for users, The PBIF team has prepared a
guide that provides guidance on preparing the Pre-Application that maybe shared with
responsible staff. They will be able to prepare responses and information outside the
GrantEase system, which the GrantEase system user can then enter in the live system

online.

2021 PRO BONO INNOVATION FUND PRE-APPLICATION

This Guide introduces you to the
three main parts of the
2021 Pre-Application. Use the links
provided to access specific
information on each part.

This Guide should ONLY be used to
draft and prepare your
Pre-Application.

You will receive separate
information and resources on how
to cut and paste your responses into
the GrantEase system for
submission.

If you would like more information
on the PBIF Application Process,
please go to our website,

Narrative Questions (60%)

Applicants will answer narrative questions for the
category in which they are interested: Project;
Sustainability; Transformation.

Budget, Staffing, Leadership Plan (25%)
Applicants will present their staffing plan for the
grant effort.

Pre-Application Budget (15%)
Applicants will present their budget for the grant
effort.

Figure 17: Image of PBIF Pre-Application Guidance Document

To view this guide, please visit (PBIF Pre-Application Guidance )

We ask that users begin their PBIF Pre-Application form by visiting the Attachments

Tab.
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Figure 18: Image of Navigating to the Attachments Tab

Here users will see PBIF Grant Forms that are specific to the grant to which they are
applying. We ask that users begin with the first form and move to the next.
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Figure 19: Image of the PBIF Pre-Application All Forms Section

PBIF PRE-APPLICATION FORMS
To begin filling out this simple form, users should begin by clicking on the blue pencil
icon next to the form.

\@ Grants Management System wma Girantas v 0~ |\‘\( o Equa Jum

» # Opporunities Applioaicns Grams  Menftafing  Clossout @

Pre Agplcssen i _
REI Test Sustainability Announcement | Ecit | Subeitio Granicr | Retresn I3
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I’t?lF-Enlaﬂ\\aLll?rPe-!‘qu ". o v x UZ:‘Z?'Z Edjt Icon b
Figure 20: Image of Selecting the Edit Icon for the Special Grant Pre-Application Form
In the Project and Sustainability Pre-Applications, this form has branching logic. This
means if a user answers yes to Question #1, then an additional set of questions will be
required. Please keep this in mind when answering questions.
q PIF
=9  Sustanability Pre-Application Form m
- PBIF - Sustainabilly Pre-Appicaton Fom v
W
0
# Required for Save Paculrad far Submit
Project Description (60%)

~None- M

. ﬁ Question #1

2 Vil wilyu sl adieed s avurcing it a Sussinably Gran!

Figure 21: Image of a Branching Logic Question on the Pre-Application Form
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(@ Grants Management System #ﬂsnﬁmﬂlmv 0. LSC e

> # | Opporiunibes  Applcaions Granis Monitoring  Closecut i

Sustainability Pre-Application Farm (=0 [

PRIF - Sustainatilty Pra-daglization Form

e ¥ e

+ Raqurodior Sz Aoqurod for St

Project Description (60%)

ey Question #1

Figure 22: Image of the Additional Questions in a Form with Branching Logic

Also, questions may have more in-depth explanations, which users can view by clicking
on the information icons (i-icons). For guidance on the length of your responses, again
we ask that users refer to the PBIF guidance document.

(@ Grants Management System wﬂsnﬁmnlm:v Ov LSC e

> # | Opporunifes | Apploskons Grants Moniioing  Closeout ¢

Sustainability Pre-Application Farm =
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Project Description (60%)

Yes v

. Descrba your o Bano vseaan Fund rect and why you 5o Susnay G, What hes the prcoct acosmpfshed forcants a cion s .- ﬁ Inf()lmation Icon ‘

Figure 23: Image of an Information Icon (i-icon) on a PBIF Pre-Application Form Question

Your deseription should emphiasize the key elements of your project and use reported data to demonstrate that your project is effective in serving

clients.

Figure 24: Image of Hovering Over an Information Icon on a PBIF Pre-Application Question

Once users have answered all questions, users should check the formatting and spacing in
responses. Once they have checked formatting, they should click on the Save button on
the bottom right-hand side followed by clicking on the Validate Form button.

s [=]

Figure 25: Image of Selecting the Save Button on a PBIF Pre-Application Form
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fes
Figure 26: Image of a Successfully Saved PBIF Pre-Application Form
@ Grants Management System v,“mm" 0_, LS| et e
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Q
E « Form saved suscasshully. X
-
fo) Sustalnabllty Pre-Applcation Form m =
PBIF‘Sm?IthnFUm v
Project Description (60%) :
Validate Form
Yes
Button

“Figur.em27': Im'ége' of Sélecting the Validate Form Button on a PBIF Pre-Application Form

(@ Grants Management System w e a Granioe v 0. LSC i

Y | # | Opporimibes” Applcaions Grenis  Monioning Closecul
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» Fum valdaled successhuly.

Figure 28: Image of a Successfully Validated PBIF Pre-Application Form

If there are missing components, users will need to go back and rectify these errors before
moving onto the next section.

Once the section is successfully validated, users can move to the next form by clicking on

the drop-down menu on the top right-hand side of the screen and selecting the next form,
if applicable.

[T O W —

PBIF - Sustainabilty Pre-Appcation Fam v

S‘uslainahilﬂy Pre-Application Form

Project Deseription (60%)
LCous YEur Cuns 1l profesct Ireiive Ciract saraies 19 cierts?
b Navigate to
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Figure 29: Image of Navigating to Another Form Using the Drop-Down Menu
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BUDGET, STAFFING AND LEADERSHIP PLAN FORM

Users should select Special Grant Form — Budget, Staffing and Leadership Plan by
selecting the form from the dropdown menu to begin.

Validate Form m Back

v PBIF - Sustainability Pre-Application Form

Figure 30: Image of Selecting a New Form from the Drop-Down Menu

The Special Grant Form has three distinct sections including Budget, Staffing &
Leadership Plan, Budget Rationale, and Staffing Rationale.
T ——— W O LCE

3 | # | Opportuniies Appiicaions Grants Monitoring  Closeout i

Stz Sftng and Losserhip Pl EICTIEIED =

Speciel Gran Fom - Budget Stalling and Leadershp Plan

 Budget, Staffing & Leadership Plan _ e |
Instructians.

« Pieasa fil cut his shart far everyura imvarved in your grant effort.
» Lingsr the Deacriptan of Rolo plsezs doacite tha ol as & relatas ta this prajact anly. Plaaze orode rmsumss as supplomantal informaticr f neodsd.
» Linger FTE Time on Project, please indicate the amount of frme sach person will spenc on fhis prpect,
A rew raws o requir e
* Racards are sovted by Last Modiflsd Diats ascanding ordse
Name. Title Type Descriptian of Rale Rationale FIE Time on Project

Ne Records Found

 Budget Rationale

. Weses a8y drgeting Ihe Hghil percartisge of 1unds from Ihis grant?

2 How doge s support your deared ojociiiae?

= Staffing Rationale

3. W 41 you chossa o saft your Brant aflort 52 dsscrinad akovs?

4, How o0 wour stafing sappart the g wtorts abjoctivns. ashties and suscomes

Figure 31: Image of Sections of the Budget, Staffing and Leadership Plan Form

Users should begin in the Budget, Staffing & Leadership Plan section. To fill out the
chart, users should click on the New button; this will open the fields for editing.
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roject. plaase indicats the amount of time sach person will spand on this projact.

New Button

Name Title Type Descriptian of Rale Rationale FTE Time ¢n Project
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Figure 32: Image of Selecting the New Button to complete the Budget, Staffing & Leadership Plan
Section
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Figure 33: Image of the Editable Fields for the Budget Staffing, & Leadership Plan Section

Users should fill out the respective fields and click the Save button once complete.
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Figure 34: Image of the Completed Fields and Selecting the Save Button

To edit a previously saved entry, click on the blue pencil icon next to an entry. To delete
an entry, click on the red x.
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Figure 35: Image of Successfully Saved Section and the Edit and Delete Icons

Once users are finished adding the Budget, Staffing & Leadership Plan section, they
should then move to the Budget Rationale section.
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If users are unable to enter data into the fields, please remember to click on the Edit

Mode button.
@ Grants Management System vAsnﬁlmuv OV LSC s

Y | # Opporunes | Appleations Grans Monlorng  Closeout 0

Spocal Gram Fom
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FIREEIE =

Special Gran! Form - HLACEL Slaning and Leadesshi Flan
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Figure 36: Image of Selecting the Edit Mode Button to Continue Editing the Form

Users should complete the remaining sections and save. Please see PBIF Guidance for
specific instructions on responses for the Budget Rationale and Staffing Rationale

: 2
e e Save Button
£ 3. Why did you chioaso to statf your granleffert as deserioed sbave?
et arigwer @
4
1 & How does your S5 Su3per The grant oftds” chjactuns, acsuiies nd ouicemas?
ot Bngwr @ ‘
Ferr Mt v 1 Back

Figure 37: Image of Completing the Other Sections of the Form and Selecting the Save Button

Once users have completed and saved this form, they must validate for errors.
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Figure 38: Image of the Successfully Saved Form Message After Completing the Other Form Sections
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st angwor

Figure 39: Image of Selecting the Validate Form Button on the Budget, Staffing and Leadership Plan

Form
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Once the form is validated, users should click on the Back button to return to the main page
of the Pre-Application.

& Budget, Staffing & Leadership Plan
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Figure 40: Image of Selecting the Back Button to return to the Main Pre-Application Screen

BUDGET TAB

Users will then proceed to the Budget Tab. Please note, if an applicant is invited to
submit a Full Application (Pre-Application approved), then the information supplied in
the budget table in the Pre-Application will transfer to the Full Application and can then

be edited if it has changed.

(@ Grants Management System

#& Opporunities  Applications  Grants  Manitoring  Closeout @

REI Test Sustainability Announcement

EGMS ID Status Submifled On
PR--0210 Subrnitted to Grartor 02M052021 T:00 PM
G G )
Croatad Submitted
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Figure 41: Image of Navigating to the Budget Tab of the PBIF Pre-Application
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Once users have clicked on the Budget Categories section, they will see several

categories including Personnel Expenses, Project Expenses, Contracts & Subgrants, and
Indirect Costs.

Pro-fpplication
REI Test Sustainability Announcement
EGMS ID Stahes Submit
PR-0210 Created
Crealed
W Overview  § Budge! Atachments ‘D History % Collab
« Budget Categories
Categary Name LSC Fund Share
[F  Personnel Expenses 30.00
B Project Expenses $0.00
=l Contracts & Subgrants 30,00
B ingirect Cost 30.00
Tatal 50,00
Takal O de-d

Figure 42: Image of the Budget Categories for the PBIF Pre-Application

To begin adding data to the salaries and wages field, users must click on the Edit Mode
button and select the Add Line-Item icon.

Pro-Agplistion = - -
Edit | Submitto Grantar | Refresh I

REI Test Sustainability Announcement - Submit o Grantor | Refres!
EGMSID Suatus Submited On
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Saarch, ﬂ T
* Records are sorted by Row Number ascending order

Categary Name LSC Fund Share Applicant Share Project Tetal Actions

B Porsomel Expensas 5000 . s &

@ Project Expenses 5000 Edlt Button son

B Contracts & Subgrarts 5100 s (F

B Indirect Cost 5000 000 0o @

Total 50.00 5000

Total Recards:4

50.00

SubrittoGranor | Refosh |
Figure 43: Image of Selecting the Edit Button to Edit the Budget Categories of the Pre-Application

This will open up a pop-up box which will then allow the user to add NEW line-items.
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Figure 44: Image of Selecting the Add Line-Item Icon to Enter Data for a Budget Category

Once users click on the NEW button, information will need to be entered into the
following fields: Name & Position Title; Full Annual Salary; % Time Dedicated to the
Project per year; LSC Fund Share and Justification. The remaining boxes are calculated
by the system.

Add Line ltem

Budge! Calegory: Personnel Expenses

R— New Button ~

Line item Type | Name & Position Title Full Annual Salary %% Time Dedicated to the Project per year Prorated Project Salary LSC Fund Share Applicant Share Actions

Mo Records Found

« Fringe Benefits

Line tem Type | Fringe Benefit Rate LSC Fund Share Applicant Share Actions

Ma Records Found

Figure 45: Image of Selecting the New Button to Enter Data for Salaries & Wages

Save
« Required for Save Required for Submit

= Line ltem

Salaries/Wages

Save Button

« Justification

“Justification

Figure 46: Image of the Required Data Fields for the Salaries/Wages Section and Selecting Save

Users should then proceed to the Fringe Benefits section.
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Add Line ltem

Budget Category: Personnel Expenses

a Salaries/Wages =3 =

Line ltem Type | Name & Position Title Full Annual Salary % Time Dedicated to the Project per year Prorated Project Salary LSC Fund Share Applicant Share Actions
Salaries/Wages Joe Awesome, ED $100,000.00 95.00% $§95,000.00 $80.00 $9492000 @ &[]

Total §$100,000.00 $§95,000.00 $80.00 $84,920.00

a Fringe Benefits =

Line ltem Type | Fringe Benefit Rate LSC Fund Share Applicant Share ~ Actions

No Records Found

Figure 47: Image of Selecting the New Button to Enter Data for Fringe Benefits
Users should be sure to enter a percentage value (%) in the Fringe Benefits Rate field.
The system will then calculate the dollar amount.

Once each field is completed with the necessary data, users should click the SAVE
button.

Save
« Required for Save Required for Submit
a Line ltem

Line tem Type
Fringe Benefits

a Justification

_ Save Button

Figure 48: Image of the Required Data Fields for Fringe Benefits and Selecting Save

a Line ltem

Line tem Type Fringe Benefit Rate LSC Fund Share Applicant Share
Fringe Benefits 90.00% §72.00 $85,428.00

a Justification

Justification
test answer

Figure 49: Image of the Complete & Saved Data for Fringe Benefits (with Auto-calculated Fields)
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Add Line ltem
Budget Category: Personnel Expenses

 Salaries/Wages

Ling ttem Type | Name & Position Title Full Annual Salary % Time Dedicated to the Project per year Prorated Project Salary LSE Fund Share Applicant Share  Actions

SalariesWages Joe Awesome, ED $100,000.00 95.00% $95,000.00 $80.00 $9492000 @ & @

Total $100,000.00 $95,000.00 $80.00 $94,920.00

a Fringe Benefits

Line ttem Type 1 Fringe Benefit Rate Applicant Share  Actions

Fringe Benefits 90.00% 30542800 @ &

Total $85,428.00

Figure 50: Image of Completed Line-Item Entries for the Personnel Expenses Section of the Budget Tab

Once finished with Personnel Expenses, users should move onto Project Expenses, Contracts
& Subgrants and Indirect Costs.
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Figure 51: Image of the Remaining Budget Categories to that Require Data Entry

SUBMITTING THE PRE-APPLICATION

Once users have finished adding line-items and have saved their data, they should
navigate back to the Attachments Tab.

—
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 Budget Categnn!s

Category Name LSC Fund 5h3
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Figure 52: Image of Navigating to the Attachments Tab of the PBIF Pre-Application

Here, users will first want to confirm that their forms are validated by looking for the

check next to each form. Then they can proceed to submit the Pre-Application to the
grantor.
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Figure 53: Image of Confirming that All Forms are Validated

On the top or bottom right-hand side of the screen, users will see a Submit to Grantor
button.

. Supporting Documents Checklist =
[a] .
Submit to Grantor v
Description Required Staws Template Link
S Button
a Attachments
Name Typs Description Date Attached Attached By Actions.
No Records Found
£ e

Figure 54: Image of Selecting the Submit to Grantor Button
Confirm

Do you want to submit this Pre-Application?

Figure 55: Image of the PBIF Pre-Application Confirmation Message
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Once the user selects the Submit to Grantor button, they will either be prompted to
rectify any errors that appear, OR they will receive confirmation that the status of the
application has been moved Submitted.
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Figure 56: Image of the PBIF Pre-Application Status Bar Changed to Submitted
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2. PBIF Full Application

LOCATING A PBIF OPPORTUNITY
To begin the PBIF Full Application, users must locate PBIF Pre-Application in
GrantEase.

Users will start by clicking on the Applications Tab.
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Figure 1: Image of the Applications Tab on the Home Screen
Users will then select Pre-Applications in the left-hand side bar.
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Figure 2: Image of the Selecting the Pre-Applications Tab in the Left-Hand Side Bar

After locating the Pre-Application in GrantEase, users will see that the status is now
“Accepted”.
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Figure 3: Image of Filtering for “Accepted” Pre-Applications

165



(@ GRANTEASE Grants Management System v AsaGrantae v 0 v LSC i

¢ | # Opporturises | Applcalions Grants Monitoring  Closout

Q, 8earch Bl . Pre-Applications - All v =
Q] ] T
N v
Column Name Operstor Valus Action
e IS 7| [cwse V| [ V@
Applcation Tasks. -}
Panding Tasks Status Equalsta Accepled X
Complend Tasks
= EGMS 1D Pre-Application Tite Funding Opportunity Title Pre-Agplication Due Date Owner Status 4 Actions
Activites -
PR-0031 DEMO 2 DEMO 2 08/31/2020 Acvegted @
Applcations =
s PR-0105 PEIF TRANSFORMATION UAT PEIF TRANSFORMATION UAT ovava Accepted ®
Appicators PR-0106 PBIF SUSTAINABILITY UAT PBIF SUSTAINABILITY UAT 022872021 Accegted @

Figure 4: Image of Applying Filter to Sort Through All Applications

Users should then click on the green eyeball icon to open this Pre-Application.
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Figure 5: Image of the Selecting the View Icon to Convert a Pre-Application to an Application

Once in the Pre-Application, users will create their Full Application by clicking on the
Create Application Button.
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Figure 6: Image of the Selecting the Create Application Button on a Pre-Application

Users will then be taken to a new screen. The first step on this screen is to assign a
contact to the PBIF Full Application.

Users should start by clicking on the search box and typing in the contact’s name.
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Figure 7: Image of Assigning an Application Contact Person
Once the name appears, users will be able to “Select” that individual’s name.

(NOTE: If the name does not appear, users should go to the organization’s Grantee
Profile to add a new staff member.)

Once a user has added a staff member, they must check the application accuracy
acknowledgment box.
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Figure 8: Image of the Checking the Application Accuracy Box
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Figure 9: Image of the Selecting the Save Button to Create the Full Application

PROJECT INFORMATION FOR A FULL APPLICATION
A Full Application has multiple tabs.
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Figure 10: Image of the PBIF Full Application Tabs

A T———

The Overview, Project Information, Budget, Performance, and Attachments tabs.
History will show all history of the application on the Collab Tab allows users to
communicate on the specific record in question.

e The Overview, Project Information, Budget and Performance Tabs are similar for
Project, Sustainability and Transformation categories. The Attachments Tab is
different for each of the grant categories.

¢ In this manual, the sections describing the Overview, Project Information, Budget
and Performance Tabs are written in reference to all three grant categories.

o The Attachments Tab section is divided — the first part addresses the
Transformation grant, and the second section addresses Project and Sustainability
grants.

Overview Tab
To begin a Transformation Application, users should review the Overview tab, which
will have information related to the grant to which the user is applying.

Project Information Tab

Next, users will navigate to the Project Information Tab.
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Figure 11: Image of Navigating to the Project Information Tab

If unable to type, users should select the Edit button to begin.
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Figure 12: Image of Selecting the Edit Button

On this tab, users will provide an Executive Summary (in 200 words or less).

(NOTE: Please reference the PBIF Full Application Resource Guide for detailed
guidance on what information to include for each Grant Category)
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Figure 13: Image of the Executive Summary Box

Once finished with the Executive Summary, users will proceed to the Project Timeline
section. Transformation grants can choose 24 or 36 months; Project grants can choose 18
or 24 months; and Sustainability grants can only choose 24 months.

(NOTE: The system will not let a user choose a timeline outside of these parameters.)
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Figure 14: Image of Selecting the Project Length from the Drop-down Menu

Users should select the Save Button after completing all of the information.
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Figure 15: Image of Selecting the Save Button on a Completed Project Information Tab

Once finished in the Project Information Tab, users should navigate to the Performance

Tab.
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Figure 16: Image of Navigating to the Performance Tab

PERFORMANCE TAB FOR A FULL APPLICATION
In the Performance Tab, users will see sections for Goals and Objectives.
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Figure 17: Image of the Goals and Objective Sections of the Performance Tab

Goals
To enter a new goal, users will click on the NEW button in the Goals section.
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Figure 18: Image of Creating a New Goal in the Goals Section of the Performance Tab
This will open a pop-up screen where users can now enter in both a goal and the
description of that goal. As a reminder, there is only one goal for the application.

(NOTE: The PBIF Full Application Resource Guide will provide guidance on drafting
goals and objectives for the application.)

« Required to Save Required to Submit
Goal Detaijls

*Goal

Figure 19: Image of the Goals Information Pop-up Box

In the box for Goal, users should enter “N/A.” In the box for Description, users should

enter “N/A.” Once finished with the goal, users will click on the Save button, closing the
pop-up screen.

x

Save Button

* Required (o Save Required ta Submit

Goal Details
N/A

NIA

Figure 20: Image of Completing the Information in the Goal Pop-up Box
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Objectives
Users should then move on to the Objectives section and click on the NEW button to
enter an objective.
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Figure 21: Image of Creating a New Objective in the Objectives Section of the Performance Tab

A pop-up screen will appear with several sections—Goal ID, Name, Description, Start
Date, End Date, and Milestone details.
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Figure 22: Image of the Objectives Information Pop-up Box

Users will start with the Goal ID. The system requires that every objective be associated
with the goal.

Since there is only one goal for each grant, users will associate every objective entered
with this one goal.
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Figure 23: Image of Selecting the Goal ID Box to Associate a Goal with an Objective

To locate that goal, users should click on the magnifying glass icon and then click
SELECT next to the respective goal.
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Figure 24: Image of Selecting a Goal ID to Associate with an Objective
Next, users should move to the Name section. Here users will enter “N/A”.
Then, users will move to the Description section. Here users will also enter “N/A”.
Next, applicants must indicate the Start Date that the objective will begin.

(NOTE: The Start Date must be October 1, 2021.)
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Finally, applicants must indicate the End Date for the objective.

(NOTE: The End Date must be on or before the end date of the grant term. For
example, if a user selects a 24-month project term, the End Date must be on or

before September 30, 2023.)

Milestone Details
Users should leave the Milestone Details section blank.

Once finished, users will click on the Save button, which will close the pop-up box.
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Figure 25: Image of Selecting the Save Button on a Completed Objective Pop-up Box

Users should then navigate to the Attachments Tab to begin filling out the forms for a
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Figure 26: Image of Navigating to the Attachments Tab of a Full Application

174



THE ATTACHMENTS TAB FOR A PBIF TRANSFORMATION APPLICATION
Once in the Attachments tab, users will see the section for All forms.

If you are a PBIF Sustainability or Project Applicant, please go to “THE
ATTACHMENTS TAB FOR A PBIF SUSTAINABILITY OR PROJECT
APPLICATION”

Users will begin with the first form, which is the PBIF Transformation Application
form.
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Figure 27: Image of Navigating to the Attachments Tab of a Full Application

PBIF Transformation Application Form
To begin filling out the application form, users must click on the blue pencil icon.
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Figure 28: Image of Navigating to the Attachments Tab of a Full Application

Users should start with question number one in the Transformation Application
Description box and respond to every question.

Remember, the i-icons are there to assist users by providing further detail.
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Figure 29: Image of Navigating to the Attachments Tab of a Full Application

Users should then move on to the Transformation Rationale section.

Once users have finished with these questions, they should click on the Save button and
then ensure that they validate the form by clicking on the Validate Form button.
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Figure 30: Image of Selecting the Save Button on a Completed Transformation Application Form
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Figure 31:

Image of Selecting the Validate Form Button on a Saved Transformation Application Form

Navigating to Other Forms
On the top right-hand side of the screen, users will see a dropdown box listing all the
forms requiring completion.
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Figure 32: Image of Selecting the Validate Form Button on a Saved Transformation Application Form

Users should select the Budget Staffing and Leadership form from the drop-down listing
to navigate to the next form.

Budget Staffing and Leadership Form
For the Budget Staffing and Leadership form, users should provide an explanation of the
budget and staffing rationale.

(NOTE: In the Pre-Application, Applicants were instructed to put “N/A” for the Budget
Rationale and Staffing Rationale questions. In the Full Application, Applicants are
required to respond to the questions under the Budget Rationale and Staffing Rationale).
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Figure 33: Image of a Saved Budget, Staffing & Leadership Form Requiring Editing
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Figure 34: Image of Selecting the Validate Form Button on a Saved Budget, Staffing & Leadership Form

After completing this form, users should save, validate, and move to the next form in the
Transformation Application, which is the Indirect Cost Form.

Indirect Cost Form
When in the Indirect Cost Form, users should complete all of the required questions.
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Figure 35: Image of the Indirect Costs Form
Users must keep in mind that they can answer “Yes” only to number 1 OR 2 but not
both. Users should follow their Accounting Manual for guidance on Indirect Cost Rates.

After completing this form, users should save, validate, and move to the final form in the
Transformation Application, which is the Assessment Plan.
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Figure 36: Image of Selecting the Validate Form Button on the Completed Indirect Costs Form
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Assessment Plan Form
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Figure 37: Image of the Assessment Plan Form

Applicants should answer all four questions in this section and be sure to check, before

saving, that the responses are error-free. Once finished, users should save and then select
the Validate Form button.
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Figure 39: Image of a Successfully Validated Form
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Figure 40: Image of Navigating Back to Attachments Tab by Selecting the Back Button

After validating the last form, users should click on the Back Button to return to the
Attachments Tab.

Adding Attachments

After users have completed each of the forms, they should move down to the
Attachments section.
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Figure 41: Image of All the Validated Forms on the Attachments Tab
In the Attachments section, users should click on the Add button to add a new

attachment and proceed to select the kind of attachment that is being uploaded from the
drop-down menu.
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Figure 42: Image of Selecting the Add Button in the Attachments Section of the Attachments Tab
Add Attachments

Upload file from Computer

“Type

Organizational Chart (Current and Future)
*File
| Choose File | No file chosen

“Description

Seve and Gl

Figure 43: Image of the Add Attachments Pop-up Box

In the Type section, users should select the appropriate option from the drop-down
menu:

Organizational Chart (Current & Future);

Resumes of Existing Staff,

Position Descriptions (FEWs or partial — Current and New);

Letters of Support,

Letters of Commitment (Partners); and

Other.
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Add Attachments

Upload file from Computer

“Type
|
Resumes Existing Staff
Position Descriptions (FTEs or partial - Current and New)
Letters of Support
Letters of Commitment (Partners)
Other

Save Save and Close

Figure 44: Image of the Attachment Type Dropdown Menu in the Attachments Pop-up Box

Transformation applicants are required to upload two documents:
1. A current organizational chart with pro bono responsible staff highlighted; and
2. A future organizational chart with pro bono responsible staff highlighted.

Naming Attachments
Applicants should follow a specific naming convention to ensure they name each file
appropriately.

The PBIF grant will utilize the following naming convention:

¢ Grantee name EGMS ID_[type of document]

e For “Other,” please provide a 1-2-word description of the document
Each attached document should include a brief description. Please be sure to provide 1-2
sentences describing the document.

To add additional documents, users should click on the Save button; to exit the upload
attachments screen, users should click on Save and Close Modal button.
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Add Attachments

Upload file from Computer

“Type

Organizational Chart (Current and Future)
*File
| Choose File | LAC_EGMS...| Chart.docx
‘Description

The current Organization Chart reflecting current pro bono staff and their supervisors

Save and Close

Figure 45: Image of a Completed Attachments Pop-up Box

THE ATTACHMENTS TAB FOR THE PBIF SUSTAINABILITY OR PROJECT
APPLICATION

Once in the Attachments tab, users will see the section for All forms.

Users will begin with the first form which is the PBIF Sustainability or Project
Application form.

PBIF Sustainability Application Form
To begin filling out the application form, users must click on the blue pencil icon.
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Figure 46: Image of Navigating to the Attachments Tab of a Full Application

Users should start with question number one in the Sustainability Application
Description box and respond to every question.

Remember, the i-icons are there to assist users by providing further detail.
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Figure 47: Image of Navigating to the Attachments Tab of a Full Application

Users should then move on to the Sustainability Rationale section.

Once users have finished with these questions, they should click on the Save button and

then ensure that they validate the form by clicking on the Validate Form button.
B GranTEAsE  Grants Management System [ T, 0. LSC

A ] —————

Q Search e
Sustainability Application

i -  Project Description (25%)

= . Save Button
. Activities. =

Figure 48: Image of Selecting the Save Button on a Completed Sustainability Application Form

(P GrantEAsE  Grants Management System P rcenne . . LSC
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Sustainability Application

S5 Tasks = « Project Description (25%)

> " " Validate Form
I Button

Figure 49: Image of Selecting the Validate Form Button on a Saved Sustainability Application Form
Navigating to Other Forms

On the top right-hand side of the screen, users will see a dropdown box listing all the
forms requiring completion.
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Figure 50: Image of Selecting the Validate Form Button on a Saved Sustainability Application Form

Users should select the Budget Staffing and Leadership form from the drop-down listing
to navigate to the next form.

Budget Staffing and Leadership Form
For the Budget Staffing and Leadership form, users should provide an explanation of the
budget and staffing rationale.

(NOTE: In the Pre-Application, Applicants were instructed to put “N/A” for the Budget
Rationale and Staffing Rationale questions. In the Full Application, Applicants are
required to respond to the questions under the Budget Rationale and Staffing Rationale).
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Figure 51: Image of a Saved Budget, Staffing & Leadership Form Requiring Editing
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Figure 52: Image of Selecting the Validate Form Button on a Saved Budget, Staffing & Leadership Form

After completing this form, users should save, validate, and move to the next form in the
Sustainability Application, which is the Project Plan Form.

Project Plan Form
Users should start with question number one in the Project Plan Form and respond to
every question.

QB GranTirsE  Grans ManagormantSyoem o ©- LSC
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CRenedtng Reaurssena

Project Plan (25%)

Figure 53: Image of the Project Plan Form for a Sustainability Application

Once users have finished with these questions, they should click on the Save button and
then ensure that they validate the form by clicking on the Validate Form button.

(@ GRANTEASE Grants Management System

Opportunities  Applications  Grants  Moritoring ~ Closeout

< A
Q search - T
Project Plan

Project Plan (25%)

P Validate Form
Button

PEIF TRANSFORMATION,

G UAT

e a— s Fom | £ | Bac |

Figure 54: Image of Selecting the Validate Form Button on a Saved Project Plan Form

Users should then move to the final form in the Sustainability or Project Application
which is the Indirect Cost Form.
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Indirect Cost Form

When in the Indirect Cost Form, users should complete all of the required questions.
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Figure 55: Image of the Indirect Costs Form

Users must keep in mind that they can answer “Yes” only to number 1 OR 2 but not
both. Users should follow their Accounting Manual for guidance on Indirect Cost Rates.

After completing this form, users should save, validate, and select the Back button to
{@GRANTL‘ASE

navigate back to the Attachments Tab.
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Figure 56: Image of Selecting the Validate Form Button for the Saved Indirect Costs Form

Adding Attachments

After users have completed each of the forms, they should move down to the
Attachments section.
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Figure 57: Image of Validated Forms on the Attachments Tab of a Sustainability Application

In the Attachments section, users should click on the Add button to add a new

attachment and proceed to select the kind of attachment that is being uploaded from the
drop-down menu.
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Figure 58: Image of Selecting the Add Button in the Attachments Section of the Attachments Tab
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Add Attachments

Upload file from Computer

“Type

Organizational Chart (Current and Future)

*File

| Choose File | No file chosen

*Description

Seve and Gl

Figure 59: Image of the Add Attachments Pop-up Box

In the Type section, users should select the appropriate option from the drop-down
menu:

Organizational Chart (Current & Future);

Resumes of Existing Staff;,

Position Descriptions (FEWs or partial — Current and New);

Letters of Support;

Letters of Commitment (Partners); and

Other.

Add Attachments

Upload file from Computer

“Type
|
Resumes Existing Staff
Position Descriptions (FTEs or partial - Current and New)
Letters of Support
Letters of Commitment (Partners)
Other

Save Save and Close

Figure 60: Image of the Attachment Type Dropdown Menu in the Attachments Pop-up Box

Transformation applicants are required to upload two documents:
1. A current organizational chart with pro bono responsible staff highlighted; and
2. A future organizational chart with pro bono responsible staff highlighted.
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Naming Attachments
Applicants should follow a specific naming convention to ensure they name each file
appropriately.

The PBIF grant will utilize the following naming convention:

¢ Grantee name EGMS ID [type of document]

e For “Other,” please provide a 1-2-word description of the document
Each attached document should include a brief description. Please be sure to provide 1-2
sentences describing the document.

To add additional documents, users should click on the Save button; to exit the upload
attachments screen, users should click on Save and Close Modal button.

Add Attachments

Upload file from Computer

“Type

Organizational Chart (Current and Future)

“File
| Choose File | LAC_EGMS...| Chart.doex

‘Description

The current Organization Chart reflecting current pro bono staff and their supervisors

Save Save and Close

Figure 61: Image of a Completed Attachments Pop-up Box

COMPLETING THE PBIF BUDGET TAB
After completing all forms and attachments, users should navigate to the Budget Tab to

complete their Budget.
B GranTEAse  Gronts Management System WG e« ggv LSC
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Figure 62: Image of Navigating to the Budget Tab of a Full Application

When the Pre-Application was submitted, there were two different ways that applicants
chose to fill out their budgets:
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e Either applicants listed the position in a separate line for each year of the grant
OR
e Applicants ignored the “annual salary” label and entered a salary amount for the
grant term.
Users will find step-by-step instructions on how to rectify both approaches to the budget
in the PBIF Full Application Module.

Once in the Budget Tab, users will see the budget categories.
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Figure 63: Image the Budget Categories Section of the Budget Tab in a Full Application

Users should locate the first line-item under Personnel Expenses and select the Add
Line-item icon.
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Figure 64: Image of Selecting the Add Line-Item Icon to Add to a Budget Category

The pop-up box will show the user the previously entered line-item. To make changes to
this information, users should select the blue pencil icon.
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Figure 65: Image of Selecting the Edit Icon for a Line within a Budget Category

SUBMITTING THE PBIF FULL APPLICATION

Once finished with the budget, users can submit the Full Application.
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Figure 66: Image of a Completed PBIF Full Application

On the top right-hand side, users should click on the Submit Application button.
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Figure 67: Image of Selecting the Submit Application Button on a Completed PBIF Full Application

A confirmation screen will appear. Users should then select “Yes”.
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Confirm

Are you sure you want to submit this Application?

Figure 68: Image of the Submission Confirmation Message and Selecting “Yes”
If there are any validation errors, users should make sure to go back and rectify them.

If there aren’t, users will see the status bar move to “Submitted” or “Review Initiated.”
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Figure 69: Image of a PBIF Full Application with a “Submitted” and “Review Initiated” Status
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Oversight

1. SGCs, SCs, and Progress Reports

Oversight Terminology in GrantEase

1. Special Grant Conditions (SGCs) — These continue under the same name but are

managed in tandem with the Grantee Action Steps.

2. Subgrant Special Conditions (SCs) — They continue under the same name but are

managed in tandem with the Grantee Action Steps.

3. Progress Reports — These will be the centralized way in which grantees report their
progress against Special Grant Conditions and Subgrant Special Conditions.

LOCATING SPECIAL GRANT CONDITIONS AND SUBGRANT SPECIAL

CONDITIONS

To get to the Oversight tab, users should first locate their Grantee Profile, on the left-

hand side bar, followed by selecting the Oversight tab.

KB GrarTEAsE Grants Management System
B T —

Task Summary By Prase

Dttt

o Actives
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= & COvE

Oversight
Tab

Figure 2: Image of Selecting the Oversight Tab in the Grantee Profile
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Once in the Oversight tab, users will find multiple sections which relate to the oversight
processes. Additional trainings will be made available in the future to discuss each of
these sections.

This section of the GrantEase User Manual will review the following items:
e Special Grant Conditions
e Subgrant Special Conditions
o Progress Reports
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Figure 3: Image of SGCs, SCs, and Progress Reports sections in the Oversight Tab

Where an i-icon is available, more information is provided.
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Figure 4: Image of Information Icons on Collapsed Sections

Additionally, users can quickly sort SGCs, SCs, and Progress Reports by choosing the
sorting arrows and selecting the status they would like to see.
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Figure 5: Image of the Sorting Arrows Icon

195



Progress Reports - All ¥

Progress Reports - Created Special Grant Conditions (SGCs) - Al

Progress Reports - Rejected

Progress Reports - Submitted

Progress Reports - Approved

Special Grant Conditions (SGCs) - Active
Special Grant Conditions (SGCs) - Closed

Figure 6: Image of the Progress Report Statuses Pop-up and Special Grant Conditions Statuses Pop-up

Special Grant Conditions and Subgrant Special Conditions Tables

Each SGC or SC section includes the following information:

the SGC or SC #

the Title/Type,

the associated LSC Office,

the assigned Fiscal Compliance Analyst or Program Counsel,

the First Required Report Date,

the Reporting Frequency,

the Resolution Date (This is the date LSC expects the SGC or SC to be
fully satisfied),

the Status,

Closed Date (This is the date the SGC or SC is fully satisfied. Only LSC
staff can close out a SGC or SC), and

e Actions.
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Figure 7: Image of the Expanded Special Grant Conditions Section

To view the details, click on the green eyeball icon next to the respective SGC or SC.
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Figure 8: Image of Selecting the View Icon for a Specific Special Grant Condition

A pop-up box will appear, which will provide more detail on the Special Grant Condition
including: the SGC Number, the SGC text and reporting deadlines and frequency.
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15t Required report date
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o1fo1/2022

Figure 9: Image of a Special Grant Condition Pop-up Box

Users can select the X to go back to the original screen.

Special Grant Condition (SGC)
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Condition 1 OCE FCA

Figure 10: Image of Selecting the “X” to Close a Special Grant Condition Pop-up Box
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LOCATING PROGRESS REPORTS

This section will discuss the process of submitting SGC and SC reports. GrantEase will
create a new task 15 days before the upcoming SGC or SC report deadline. As such, a
progress report cannot be submitted until the task has been created by GrantEase, 15
days before the reporting deadline. GrantEase will send an email notification to the four
designated GrantEase users once the new task has been created.

There are two locations where users may find their upcoming reports:
e The Tasks Tab (Pending Tasks)
e The Grantee Profile (Oversight Tab)

Locating Progress Reports in the Tasks Tab

The first location users can locate their upcoming Progress Report(s) is in the Tasks
tab.

Users should navigate to the Tasks tab on the left-hand Side Bar and
select Pending Tasks.
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Figure 11: Image of Navigating to the Tasks Tab and Selecting Pending Tasks

Users can navigate to the Pending Tasks section to see the upcoming SGC or SC report.
It will be listed according to the Type of Report, the Subject, and finally the Date that
the Report is Due.
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Figure 12: Image of the Pending Tasks Column Titles

To begin working on the report, users should click on the green triangle button.
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Figure 13: Image of Selecting the View Icon in Pending Tasks

Locating Progress Reports in the Grantee Profile

The second way to locate a Progress Report is within the Oversight tab on the Grantee
Profile. Begin by clicking on the Grantee Profile, followed by selecting the Oversight
Tab.
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Figure 14: Image of Navigating to the Home Screen
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Figure 15: Image of Selecting the Grantee Profile Tab from the Side Bar
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Figure 16: Image of Selecting the Oversight Tab in the Grantee Profile

As a reminder, users can minimize sections by clicking on the solid, up-facing arrow.
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Figure 17: Image of Collapsed and Expanded Sections on the Oversight Tab

After scrolling down to the Progress Reports section at the bottom of the Oversight tab,
as with the Pending tasks, users will see the reports organized by Source (the site visit
title, the award ID (in the case of SGCs), or the subgrant application ID), the Report
Type, the Status, the Created Date, the Due Date, and if submitted, Submission Date for
the report.
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Figure 18: Image of the Column Titles on the Progress Reports Table

Additionally, each SGC or SC in the Progress Report section can be sorted by Active
Status or Closed Status. Users must click on the double down arrows to select from these
options.
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Figure 19: Image of the Sorting Arrows to Search by Different Progress Report Status

Users must click on the green eyeball icon to view a report and click on the blue pencil
icon to start editing a report.
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Figure 20: Image of the View Icon and Edit Icon in the Progress Report Section

COMPLETING A PROGRESS REPORT
Once in a Progress Report, users should begin by reviewing the Report
Overview followed by the Specific SGC or SC information.
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Figure 21: Image of the SGC or SC Overview and Information Sections for a Progress Report
Users will see two other sections, Progress Report and Certification. Users

should NOT fill these out right away. First, users should review the Overview
information then proceed to the Attachments tab.
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Figure 22: Image of the Progress Report Description and the Certification Boxes
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Figure 23: Image of Navigating to the Attachments Tab for a Progress Report

At the bottom of the Attachments tab, users will see the Notes section.

REMINDER: Notes is a static messaging feature that does not notify the user of an
incoming message.
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Figure 24: Image of the Attachments and Notes Sections in the Attachments Tab for a Progress Report

The Notes section will provide additional details from LSC regarding the Progress
Report, such as Required Actions, Items to Upload, Instructions for Uploads, and other
details. Users have the option to leave a note for the reviewer in GrantEase; however,
please remember that this does not take the place of traditional email.

Users are encouraged to continue to email their respective LSC liaison with any
additional questions regarding the SGC or SC.

After reviewing a Note(s), if there are attachments that are required as part of
the Progress Report, users should click on the Add button.
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Figure 25: Image of the Add Attachment Button in the Attachments Section of a Progress Report

Once the pop-up box appears, users should locate the document(s) in their files and
upload it.
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Figure 26: Image of the Add Attachments Pop-up Box for a Progress Report
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Figure 27: Image of the File Selection and Description Boxes in Add Attachments Pop-up Box

Users should select the Save if they would like to add more documents. When all of the
necessary documents have been uploaded, users should select Save and Close.
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Figure 28: Image of the Save and Save and Close Buttons on the Add Attachments Pop-up Box

Users will then go back to the Overview tab to complete the Progress Report
Description box. Here, users will respond to the SGC or SC and provide the necessary
details to satisfy it.
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Figure 29: Image of Navigating to the Overview Tab After Uploading Attachments to a Progress Report
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Figure 30: Image of the Progress Report Description Box on the Overview Tab

If a user finds that they cannot type anything, remember to click on the EDIT button in
the top right-hand corner.

NOTE: There is a 5000-character limit to this Progress Report, so be
detailed, succinct, and specific.

Once users have finished, they should certify that their information is accurate by
clicking on the “I Agree” box and clicking on the Attachment Acknowledgment
box that asks if you have attached all relevant documentation.
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Figure 31: Image of the Certification Section and the Respective Checkboxes

If a Note asks a user to attach documents to the Grantee Profile, please do not forget this
step.

SUBMITTING A PROGRESS REPORT

Upon completion of the Progress Report

Description, Certification, and Attachment of Documents, users will

then select the Submit button on the top right-hand side of the screen to submit the
report to the grantor.
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Figure 32: Image of Selecting the Save Button After Completing the Progress Report Description Box
and the “I Agree” and “Attachment Acknowledgement” Checkboxes
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Figure 33: Image of Selecting the Submit to Grantor Button

Once the Progress Report has been submitted, users will see the status bar move
to Submitted to Grantor status.
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Figure 34: Image of the Status Bar Change to “Submitted to Grantor”

LSC’s approval of a Progress Report serves as an acknowledgment of receipt. It does not
indicate LSC’s approval of the report’s contents or a decision to close a pending action.

If there are any concerns or issues with this report, grantees should reach out to their
respective LSC liaison. If a report requires additional detail, or if LSC returns the report,
users will need to locate the Progress Report once again in Pending Tasks and go to
the NOTES section to understand what is missing or needed.
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PRIOR APPROVAL REQUESTS

LOCATING PRIOR APPROVAL REQUESTS
To locate the Prior Approvals tab, users should begin by clicking on the HOME
Button.
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Figure 1: Image of Selecting the Home Button on the Main Screen

Once users have clicked on the HOME button, they should select Grantee Profile in the
left-hand side bar.
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Figure 2: Image of Navigating to the Grantee Profile Page

Once in the Grantee Profile, users should select the Oversight Tab.
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Figure 3: Image of Selecting the Oversight Tab on the Grantee Profile Page

In the Oversight tab, users will find various functions relating to the oversight of their
grant.

Users should scroll to the Prior Approvals section and click the Initiate button in the top
right corner of the section.
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Figure 5: Image of Selecting the Initiate Button in the Waivers and Prior Approvals Section

This action will open a pop-up box. Here, users will indicate whether they are submitting
a Prior Approval or a Waiver request.
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ype
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Figure 6: Image of the Waivers and Prior Approvals Initiate Form Pop-up Box

In the same popup box, users will indicate which of the three types of Prior Approvals
they are submitting in the next dropdown box:

1. Purchase or Lease of Personal Property and Contract for Services

2. Capital Improvement Request
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3. Exigent Circumstances Document Submission
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Figure 7: Image of Selecting a Prior Approval Form from the Type Dropdown Box

Users should click on Save and Continue after completing the Prior Approval request
pop-up.
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Figure 8: Image of Selecting the Save and Continue Button on the Completed Initiation Box

PRIOR APPROVAL REQUEST OVERVIEW AND JUSTIFICATION
Once the pop-up is completed and saved, users will be taken to a new screen where they
will see that a Prior Approval Form has been created.

Users should begin by reading the instructions for Prior Approvals.
B GranTEASE  Grants Management System g oo (@ LSC

Figure 9: Image of the Prior Approval Form Instructions Box in the Overview Tab

e If your organization is submitting a prior approval request, only complete this
section if you are submitting exigent circumstances documentation within more

than 30-days after the circumstances necessitating the purchase or contract have
ended. See 45 CFR § 1631.3(2).
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Figure 10: Image of the Prior Approval Form Justification Box in the Overview Tab

If information is added to the Justification section, users should select the Save Button
upon completion.
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Figure 11: Image of Selecting the Save Button after Completing the Form Justification Box

COMPLETING PRIOR APPROVAL REQUEST FORM

Once users have reviewed the information in the Overview Section, they should click on
the Attachments Tab.
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Figure 12: Image of Navigating to the Attachments Tab of a Prior Approval Form

In the Attachments tab, users will see the form related to the type of prior approval
request initiated. To view the form, users should click on the green eyeball icon.
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Figure 13: Image of Selecting the View Icon for a Prior Approval Request Form

To modify and fill out the Prior Approval Request form, users will click on the blue
pencil icon.
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Figure 14: Image of Selecting the Edit Icon for a Prior Approval Request Form

It is imperative to begin by reading the provided instructions. This will guide users
through all of the necessary steps to uploading the request and attaching any necessary
documentation.

Once users have read through the instructions, they may begin the first section by
responding to each question.
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211



Figure 15: Image of the Required Initial Questions on a Prior Approval Request Form

Once users have completed questions one through three, they will move on to the
General Information Continued section, where they will be asked to complete further
questions, including information related to the grantee’s procurement policy and the
process used for selecting the preferred vendor.
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Figure 16: Image of the Supplemental Questions on a Prior Approval Request Form

NOTE: A4s with prior modules, questions have logic, which means depending on
how a user answers a given question, supplemental questions may appear.

NOTE: Question No. 4 will only appear after a user has saved its initial answers
to questions in the Prior Approval Request Form.

Users should proceed to answer all other questions and, once complete, users should
remember to click the SAVE button.
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Figure 17: Image of Selecting the Save Button after Completing the Prior Approval Request Form

Users will then see the Validate Form Button; this will identify any missing required
questions or checkboxes.
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Figure 20: Image of the Successful Validation Message on a Prior Approval Request Form

When done, users should click the BACK Button to return to the main screen.

€ Granriase  Grants Managemen System

o @ SCiEE

x
= Tasks =
B = Request 1o Lease or Purchese Parsonal Property, Contrast for Sarvices, or 1o Make a Combined
rchase or Leass of Persanal Property and Gomract far Services
L

Back Button

« Gananl Information

213



Figure 21: Image of Navigating to the Main Form Screen Using the Back Button

SUBMITTING PRIOR APPROVAL REQUEST

Prior to submission of the prior approval request, users should navigate to the
Attachments tab and confirm that all required documents have been uploaded.

For instructions on how to attach documents, please visit the Grantee Profile module.

On the main screen, users should check that the request form has been validated. Once
verified, users can move to submitting the request.
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Figure 22: Image of Verifying the Prior Approval Form is Validated

Users should then submit the Prior Approval request to the grantor by selecting the
Submit to Grantor button.
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Figure 23: Image of Selecting the Submit to Grantor Button for a Prior Approval Form

If there are no validation errors, the status bar will change to “Submitted to Grantor.”
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Figure 24:

Image of a Prior Approval Request Changing to Submitted to Grantor Status
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PRIOR APPROVAL REQUEST SYSTEM NOTIFICATIONS
Users will receive a system-generated notice by email indicating whether LSC has
approved or denied their request.

Users will receive one of three types of notices:
e The request has been returned (which can occur for various reasons).
e The request has been approved.
e The request has been denied.

Dear Genevieve Richardson,

This email is to notify you that LSC has returned the following request to you for
correction.

Request Details:
Grantee Name: Bay Area Legal Aid
RNO: 805270
Request Type: Prior Approval
Request #GR-061
Date Submitted: 4/21/2021

For more information, log into GrantEase to review any accompanying notes for more
information regarding how you can correct the request.

This is a system-generated email message from GrantEase. If you require technical
assistance, email GrantEaseSupport@lsc.gov. If you need further clarification on the
matter, please contact your relevant Office of Compliance and Enforcement staff member.

Figure 25: Image of Returned Request Email

Dear Janice Morgan,
This email is to notify you that LSC has approved the following request:

Request Details:
Grantee Name: Legal Aid Services of Oregon
RNO: 938004
Request Type: Capital Improvement Request
Request #GR-213
Date Submitted: 4/20/2021

For more information, log into GrantEase to review any accompanying notes.

This is a system-generated email message from GrantEase. If you require technical
assistance, email GrantEaseSupport@lsc.gov.

Figure 27: Image of Approved Request Email

Dear Janice Morgan,
This email 15 to notify vou that LSC has denied the following request

Request Details:
Grantee Name: Legal Aid Services of Oregon
RNO: 938004
Request Type: Purchase or Lease of Personal Property and Contract for Services
Request #GR-219
Date Subtnitted: 4/26/2021

For more information, log into GrantEase to review any accompanying notes
This 1s a system-generated email message from GrantEase. If vou require technical

assistance, email GrantEaseSupport@]lsc.gov. For inquiries regarding the denial of this
request, contact vour relevant contact in the Office of Compliance and Enforcement.

Figure 28: Image of Denied Request Email

Users can also check the status of their request at any time by opening it and viewing the
green status bar.
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Figure 29: Image of the Prior Approval Request Status Bar
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3. WAIVERS
NOTE: This manual section is ONLY affective for grantees with a June 30th, 2021 or later
fiscal year-end date.

LOCATING WAIVERS

To locate the Waivers tab, users should begin by clicking on the HOME Button.
AN Gan . @ LSCl

GRANTEASE ra iagom

Graria  Monitorrg  Comaout

My warkspace

Figure 1: Image of the Selecting the Home Button on the Main GrantEase Page

Once users have clicked on the HOME button, they should select Grantee Profile in the left-
hand side bar.

@B Grantinst  Grants Management System

Figure 2: Image of Selecting the Grantee Profile from the Home Screen

Once in the Grantee Profile, users should select the Oversight Tab.

@B GrantEase  Granis Management System o @Y. LSCl

e
"
I v

Oversigh
Tab

Figure 3: Image of Selecting the Oversight Tab in the Grantee Profile

In the Oversight tab, users will find various functions relating to the oversight of their grant.

Users should scroll to the Waivers section and click the Initiate Button in the top right corner of
the section.
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Figure 4: Image of Navigating to the Waivers and Prior Approvals Section of the Grantee Profile
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Figure 5: Image of Selecting the Initiate Button in the Waivers and Prior Approvals Section

This action will open a popup box. Here, users will indicate whether they are submitting a Prior
Approval or a Waiver request.

Initiate ®

Save and Gontinus

« Required 1o Sava Required 1o Submit

General Information

*Are you initiating a Waiver or Prior Approval?
‘
s

Prior Approval

Save and Continue

Figure 6: Image of Making the Waiver or Prior Approval Selection

In the popup box, users will click on the first dropdown box, select Waivers, and then indicate
which of the two types of waivers they are submitting in the next dropdown box:

1. PAI Waivers

2. Fund Balance Waivers
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Figure 7: Image of Selecting which Waiver Form Is Being Initiated

Users should click on Save and Continue after completing the Waiver request pop-up.

Initiate

« Required to Requirad to Submit

General Information

“Are you initiating a Waiver or

waiver Save and Continue

“Type
PAI Waiver

Save and Continue

Figure 8: Image of Saving the Completed Waiver Initiation Pop-up Box

WAIVER OVERVIEW AND JUSTIFICATION
Once the pop-up is completed and saved, users will be taken to a new screen where they will see
that a Waiver Form has been created.

Users should begin by reading the instructions with the regulatory requirements for waivers.
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rihe actual PAI expenses o ty
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Figure 9: Image of Instructions Section of a Waiver Form

Next, they should scroll down to the Justification for Late Submission section.
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Figure 10: Image of the Justification Section of a Waiver Form

e [fyour organization is submitting a waiver request, use this space to provide
information as to why your request is being submitted outside required regulatory
timeframes; if applicable.

e [fthe request is being submitted for next fiscal year, please indicate so here.

When this form is completely filled out, users should select the Save button.
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Figure 11: Image of Selecting the Save Button on a Completed Justification for the Waiver Form

COMPLETING WAIVER FORM
Once users have reviewed the information in the Overview Section, they should click on the
Attachments Tab.
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Figure 12: Image of Navigating to the Attachments Tab of a Waiver Form

To view the form and waiver request questions, users should click on the green eyeball icon.
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Figure 13: Image of Selecting the View Icon for a Waiver Request Form

To fill out the waiver form and/or to modify (if making edits to a prior waiver request), users will
click on the blue pencil icon.
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Figure 14: Image of Selecting the Edit Icon for a Waiver Request Form

It is imperative to begin by reading any provided instructions. This will guide users through all of
the necessary steps to uploading the request and attaching any necessary documentation.

Once users have read through the instructions, they may begin the form by responding to each
question.

@( RANTEASE  Granis Management Systom

e @) LSClibe

< | Gooorunites Aoplcallons Grorta omhorny Gloseout

Supplemental Questions
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Figure 15: Image of the Supplemental Questions on a Waiver Request Form

NOTE: As with prior modules, questions have logic, which means depending on how a
user answers a given question, supplemental questions may appear.

Users should proceed to answer all questions and, once complete, users should remember to click
the SAVE Button.
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Save Button e

Figure 16: Image of Selecting the Save Button on a Completed Waiver Request Form

Users will then see the Validate Form Button; this will identify any missing required questions

or checkboxes.
@@ Granirase  arans Managomon Systom Y snae . (@ LSCliiiiz
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Figure 17: Image of Selecting the Validate Form Button on a Saved Waiver Request Form
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Figure 18: Image of the Successfully Validated Form Message on a Waiver Request Form

When done, users should click the BACK Button to return to the main screen.
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Figure 19: Image of Selecting the Back Button on a Validated Waiver Form

SUBMITTING WAIVER FORM

Prior to submitting the Waiver request, users should navigate to the Attachments tab and attach
any necessary documents, if applicable.

Supporting documentation is not required unless users feel it is necessary or helpful to their
request. For instructions on how to attach documents please visit the Grantee Profile Module.
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On the main screen, users should check that the request form has been validated. Once verified,
users can move to submitting the waiver.
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Figure 20: Image of Verifying the Validation of a Request Form

Users should then submit the waiver request to the grantor by selecting the Submit to Grantor
button.
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Figure 21: Image of Selecting the Submit to Grantor Button on a Validated Waiver Request Form

If there are NO validation errors, the status bar will change to “Submitted to Grantor.”
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Figure 22: Image of a Waiver Request Form with Submitted to Grantor Status
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4. ANNUAL AND SEMI-ANNUAL REPORTS
LOCATING AND SUBMITTING ANNUAL AND SEMI-ANNUAL REPORTS

To open, review, or submit an Annual or Semi-Annual report, users must first be on the
Home button, followed by clicking on Grantee Profile on the left-hand sidebar.

QB Grawiiase  Grants Managoment System o @, LSCl

Figure 1: Image of Selecting the Home Button on the Main GrantEase Page

Users will see multiple tabs and should navigate to the Oversight tab to locate the

“Annual/Semi-Annual Reports” section.
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Figure 2: Image of Navigating to the Oversight Tab of the Grantee Profile

There are three annual reports required in this section of GrantEase:
1. Emergency Non-Priority Cases and Matters (1620.7(b))
2. Certification of Program Integrity (1610.7)
3. Annual Report on Review of Priorities (1620.7(c))

EMERGENCY NON-PRIORITY CASES AND MATTERS REPORT
This section will discuss the Emergency Non-Priority Cases and Matters (1620.7(b))
Report in GrantEase.

The Emergency Non-Priority Cases and Matters (1620.7(b)) Report in GrantEase is due
annually on January 31 and must be submitted by the Executive Director.

The GrantEase system will create the reporting form and send an automated notification
to the Executive Director 30-days before the report is due to LSC.
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To locate the Emergency Non-Priority Cases and Matters (1620.7(b)) reporting form,
users should navigate to their Grantee Profile’s Oversight tab, then to the Annual/Semi-

Annual Reports section. Once the report is found, click on the blue pencil icon to open
the editable reporting form.
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Figure 3: Image of Selecting the Edit Button for an Annual/Semi-Annual Report Form
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Figure 4: Image of the Instructions for the Emergency Non-Priority Cases Report Form

After that, users will navigate to the Forms and Attachments tab.
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Figure 5: Image of Navigating to the Forms and Attachments Tab of the Report Form

Once in the Forms and Attachments tab, users should scroll down to the All Forms
section and select the blue pencil icon to edit the required reporting form.
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Figure 6: Image of Selecting the Edit Button on the Emergency Non-Priority Cases Report Form

When in the form, users should respond to both questions, by entering a whole number,
and then select the Save button. (NOTE: If users have nothing to report, they must enter
“0” (zero) in order to successfully validate this form.)
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Figure 7: Image of Saving the Emergency Non-Priority Cases Report Form

Once finished, users should select the Validate Form button, and then return to the
Forms and Attachments tab by selecting the Back button.
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Figure 9: Image of Navigating Back to the Forms and Attachments Tab of the Report Form

The user should then navigate to the Overview tab and locate the Certification section.
When finished editing the report, the users should certify that the information provided in
the report is accurate by selecting the check box next to “I Agree”.
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Figure 10: Image of Accuracy Certification Box for the Data Reported on the Form

Once the form is validated and the data certified, users can submit the form for approval
by selecting the Submit for Approval button.
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Figure 11: Image of Selecting the Submit for Approval Button
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Confirm

Are you sure you want to submit this request for approval?

Figure 12: Image of the Report Submission Confirmation Pop-up Screen

After submission, users will see the status bar move from Created to Submitted for
Approval.

(NOTE: As noted on the Overview tab, despite the terminology “Submitted for
Approval” and “Approved” within GrantEase, LSC’s initial response related to the
submission of required annual and semi-annual reports does not constitute LSC’s
approval of the report or confirm the veracity of the information provided. LSC’s
response merely acknowledges the submission of the required report. LSC reserves the
right to contact the grantee with questions and concerns related to the information
submitted at a later time.)

However, LSC will notify the grantee through GrantEase, by returning the report, if
there are concerns or if anything immediately appears to be missing from the submission.
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Figure 13: Image of Reporting Form Status Bar Change to “Submitted for Approval”

CERTIFICATION OF PROGRAM INTEGRITY (1610.7) REPORT

The Certification of Program Integrity (1610.7) Report in GrantEase is due annually no
later than December 31%. The report must be filled out and signed by a member(s) of the
Board but must be uploaded into GrantEase by the Executive Director.

The GrantEase system will generate this report and submission-related task(s) on
January 1% each year and will accept submission at any point during the year. The system
will send a reminder 30 days before the December 31% due date.

To locate the Certification of Program Integrity (1610.7) Report in the Oversight tab,
users should scroll down to the Annual/Semi-Annual Reports section, locate the
appropriate reporting form, and click on the blue pencil icon to begin filling out the
report.

230



.{@ GRANTEASE Grants Management System

< || Opportunities  Applications  Grants  Monitoring  Gloseout

Grantes Crganization
Bay Area Legal Aid =

staus N Gran e
Active 841631316 aas5:
W Cverview P Subgrants & COVID [ Other Geant Information le” Oversight @ Attachments % Collab
~ LSC-Funded Real Property =3 =
~ Walvers and Prior Approvals « all = =
. Activities - Site Visits - All » =

Organization
s + Grantee Activity Report (GAR) - All ¥ =
@ Recently Viewed a AnnualiSemi-Annual Reports - All

3 Technical Support ﬂ
=

Oversight S ey i it e e

Shawing 1 8§ of 3 recards Page 1al T
EGMS ID Scheduls Name Report Type I ab Craated Date Dus Date Date Submittad Actions
PR—1141 sc

i Mon-Priarity - I O20VZ021 1010 AM OUBIZ0NE OHOBZ0ZT -

Figure 14: Image of Navigating to the Oversight Tab of the Grantee Profile
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Figure 15: Image of Selecting the Edit Button on the Certification of Program Integrity Report Form
Users should begin in the Overview tab, specifically by reading the instructions.

Users can scroll to the Additional Information box where the Executive Director can
add any comments, as necessary.
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Figure 16: Image of the Overview Tab of the Certification of Program Integrity Report Form
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Figure 17: Image of the Instructions and Additional Information Boxes for the Reporting Form

In order to submit the Certification of Program Integrity (1610.7) report, the person
identified as “Executive Director” in the GrantEase Grantee Profile must download a
copy of the form and have a member of the Board fill out and sign it.

To access a downloadable copy of this form, users should navigate to the Forms and
Attachments tab.

(@GMNTEAS[ Grants Management System

(\«\ Opperluios Applications Grants Mondonng Closcoud

Forms and o oo
. Attachments Tab

Figure 18: Image of Navigating to the Forms and Attachments Tab of the Report Form

Once in the Forms and Attachments tab, users should scroll down to the section where
users see the Supporting Documents Checklist.

To download the Certification of Program Integrity reporting form template, users
should select the Template Link View button, then proceed to save or print a copy of the
form and forward it to the member or members of the Board responsible for completing
and signing it.
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Figure 19: Image of the Download Link for the Certification of Program Integrity Report Form Template

Legal Services Corporation
Certification of Program Intogrity
Annual Raporting As Required By 45 CFR Part 1610

1 cartify that the governing body has received and reviewed a written report from the
Execulive Direetor/Chiel Offiear partaining to the recipient's i with

the program integrity requirements of 45 GFR Part 1610 and authorized me, based on

the Governing DOd}"S review and discussion of the Execulive Direclors/Chiel Execulive
Officar’s repor. to cortify that:

1. The recipient is a legally separale enlity from any organization which engages in
resiricted activity; and

Except for funds provided fo a bar association, pro bano program, private
allormey of law fiim, of olher antity fof the sole purpose af funding private
atiorney involvement (PAI) activities pursuant 1o 45 CFR Part 1614, since
January 1, 1897, the recipient has not transferred LSC funds to any organization
which engages in restricted activity. and

. Sinee January 1, 1997, tha recipient has net ulilized recipient funds of resourees
1o subsidize the restricted activity of any organization; angd

The recipient meots the requirements of 45 CFR §1610.8(a) in that the recipiant
Is physically and financlally separate from any crganization which engages in
restricled activity. Faclors relevant to the Board's delemination of program
independance and Integrity includa:

a. The existence of separate parsonnel:

b, The exisience of separate accounting and timekeeping reconds;

. The degree of separation from facilibes in which restricted activities occur,
and the extant of such restrictad activitles;

d. The extent to which signs and athar forms of dentification which
distinguish the: recipient from the other program are present.

©On behalf of the bady, | ac that ance with the integrity and
independence requiremants of 45 CFR §1610.8{a) Is a prerequisia to the reciplent
receiving continued funding from the Legal Services Corporation.

Signature:;

Grantee Name:

Figure 20: Image of the Certification of Program Integrity Report Form Template

Once signed, the Executive Director will be responsible for uploading the form into
GrantEase. The Executive Director should log back into GrantEase, navigate to the

reporting section of the Oversight tab, and locate the Certification of Program Integrity
Report they are submitting.

In the Forms and Attachments tab, users should locate the Supporting Documents
Checklist section and select the blue cloud upload icon.
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Figure 21: Image of Navigating to the Forms and Attachments Tab to Upload the Signed Report Form

When the pop-up window appears, users should locate the file on their computer and then
select the Save button. Please note that if the Executive Director wants to upload a copy
of their memorandum to the Board or other related documents, this may be done in the
Attachments section, located directly below the Supporting Documents Checklist section.

Upload Document

Upload file from Computer

“ | Choose File | No file chosen

Figure 22: Image of the Upload Document Pop-up Window to Locate the File

Upload Document

Save Button
Upload file from Computer

Choose File | Certificate o...- 1610_7 pdf

Figure 23: Image of Selecting and Saving the Located File

Once finished uploading the file, the user should select the X in the top right-hand corner
to close the pop-up window.

Upload Document

Upload file from Computer

Close Pop-Up

=  Auachment saved succassfully

“File

[ Chesse File | No file chesen

Figure 24: Image of Closing the Pop-up Window of the Successfully Saved File
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After closing the pop-up window, users should navigate back to the Overview tab.

When back on the Overview Tab, the user should navigate to the Certification section
and certify that the information provided in the report is accurate by selecting the check
box next to “I Agree”.
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Figure 25: Image of Certifying the Data in the Report Form and Selecting Save

After the form data is certified, users can submit the form for approval by selecting the
Submit for Approval button.
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Figure 26: Image of Submitting the Filled In Report Form for Approval

After submission, users will see the status bar move from Created to Submitted for
Approval. (NOTE: As noted on the Overview tab, despite the terminology “Submitted
for Approval” and “Approved” within GrantEase, LSC’s initial response related to the
submission of required annual and semi-annual reports does not constitute LSC’s
approval of the report or confirm the veracity of the information provided. LSC’s
response merely acknowledges the submission of the required report. LSC reserves the
right to contact the grantee with questions and concerns related to the information
submitted at a later time.)
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However, LSC will notify the grantee by returning the report through GrantEase if there
are concerns or if anything immediately appears to be missing from the report.
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Deacription Required Status. Teenplate Link Document Link Astisns
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Figure 27: Image of the Report Form Status Bar Change from “Created” to “Submitted for Approval”

ANNUAL REPORT ON REVIEW OF PRIORITIES (1620.7(c))
The Annual Report on Review of Priorities (1620.7(c)) is due annually on December
31% and should be submitted by the Executive Director.

As with the Certification of Program Integrity, the GrantEase system will generate the
report and submission-related task(s) on January 1% each year and will accept submission
at any point during the year. The system will send a reminder 30 days before the
December 31* due date.

To locate the Annual Report on Review of Priorities (1620.7(c)) in the Oversight tab,
users should navigate to the Annual/Semi-Annual Reports section, locate the report,
and select the blue pencil icon to begin uploading the components necessary to submit
this report.
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Figure 28: Image of Navigating to the Oversight Tab of the Grantee Profile
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Figure 29: Image of Locating the Annual Report on Review of Priorities Report Form and Selecting the
Edit Button

Users should begin by reading the Overview section, specifically the instructions.
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Figure 30: Image of Navigating to the Overview Tab of the Annual Report on Review of Priorities Report
Form
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Figure 31: Image of the Instructions Box for the Annual Report on Review of Priorities Report Form

They should then navigate to the Forms and Attachments tab to upload their
organization’s Annual Report on Review of Priorities under the Attachments section.
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Figure 32: Image of Navigating to the Forms and Attachments Tab of the Report Form

Users should select the Add button, locate the desired file on their computer, upload it,
and add a brief description.
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Figure 33: Image of Selecting the Add Button to Upload the Annual Report on Review of Priorities File

Add Attachments

Upload file from Computer

“Type Other

“File Choose File | No file chosen

“Description

Figure 34: Image of the Upload Document Pop-up Window to Locate the File and Add a Description

Once finished uploading the file, the user should select the Save and Close button.
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Add Attachments

Upload file from Computer

“Type Other

“File ["Choose File | New Goal Screen png

“Description Annual Report on Review of Priorities

Figure 35: Image of Selecting, Describing, Saving and Closing the Reporting File

After closing the pop-up window, users should return to the Overview tab and certify
that the document uploaded to the Forms and Attachments tab complies with the
requirements of 45 CFR § 1620.7(c), specifically that it provides the Legal Services
Corporation with the following:
e the recipient’s summary of a review of priorities;
e the date of the recipient’s most recent appraisal;
e the timetable for the recipient’s future appraisal of needs and evaluation of
priorities;
e mechanisms which will be utilized to ensure effective client participation in the
recipient’s priority-setting; and
e any changes in the recipient’s priorities.
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Figure 36: Image of Certifying the Report Data and Selecting the Save Button
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Once the report upload has been certified, users should proceed to submit the report for
approval by selecting the Submit for Approval button.
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Figure 37: Image of Selecting the Submit for Approval Button on the Report Form

Confirm

Are you sure you want to submit this request for approval?

Figure 38: Image of the Submission Confirmation Pop-up Window

After submission, users will see the status bar move from Created to Submitted for
Approval. (NOTE: As noted on the Overview tab, despite the terminology “Submitted
for Approval” and “Approved” within GrantEase, LSC’s initial response related to the
submission of required annual and semi-annual reports does not constitute LSC’s
approval of the report or confirm the veracity of the information provided. LSC’s
response merely acknowledges the submission of the required report. LSC reserves the
right to contact the grantee with questions and concerns related to the information
submitted at a later time.

However, LSC will notify the grantee by returning the report through GrantEase if there
are concerns or if anything appears immediately to be missing from the report.
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Figure 39: Image of the Reporting Form Status Bar Change from “Created” to “Submitted for Approval”

There are two semi-annual reports required in this section of GrantEase:
1. Case Disclosure Report.
2. Legislative and Rulemaking Activities Report (1612.6)

CASE DISCLOSURE REPORT (1644)
On a semi-annual basis, grantees will submit a Case Disclosure Report and a Legislative
and Rulemaking Activity Report, both of which are due January 31* for the reporting
period July 1% - December 31% of the prior year and July 31% for the reporting period

January

1%t - June 30" of the current year.

To locate the Case Disclosure Report (1644), users should navigate to the Oversight
tab, locate the reporting form, and select the blue pencil icon to begin uploading the
components necessary to submit this report.
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Figure 40: Image of Navigating

to the Oversight Tab in the Grantee Profile
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Figure 41: Image of Selecting the Edit Button on the Case Disclosure Report Form

Users should begin by reading the Overview Tab, specifically the instructions box.
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Figure 42: Image of Navigating to the Overview Tab of the Case Disclosure Report Form
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Figure 43: Image of the Instructions Box for the Case Disclosure Report Form

Then, they should navigate to the Forms and Attachments tab.
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Figure 44: Image of Navigating to the Forms and Attachments Tab of the Report Form

Here users should scroll down to the Supporting Documents Checklist section to
download the Case Disclosure Form template.
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Figure 45: Image of Selecting and Downloading the View Template Link for the Case Disclosure Report
Form

After locating the template, users should select the View Template Link, which will
open an Excel spreadsheet.

The file will open up at the bottom of the screen.
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Figure 46: Image of the Downloaded Case Disclosure Report Form Template

Once opened, users should select the Enable Editing button and either import the
necessary data from their Case Management System or enter the necessary data

manually.
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Figure 47: Image of the Case Disclosure Report Template

Users should be aware that the columns of the sheet may appear across multiple pages of
the Excel spreadsheet, so they should ensure that they do not leave out any fields. LSC
will be conducting internal checks of the uploads as the system does not have limitations
or validation errors for different characters used. If there are no cases to report, users will
need to upload a blank version of this template.

Once the form is filled in, users should navigate back to the Supporting Documents
Checklist to upload the form. Once there, users should select the blue cloud upload
icon, locate the file on their computer, upload the file, and select the Save button.
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Figure 48: Image of the Upload Document Icon for the Case Disclosure Report Template

Upload Document

Upload file from Computer

Choose File | No file chosen

Figure 49: Image of the Upload Document Pop-up Window to Locate the File
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Figure 51: Image of a Successfully Saved Case Disclosure Report Template

If the user has no cases to report and uploaded a blank form, they should note this in the
Additional Information section on the Oversight tab.
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Figure 52: Image of the Additional Information Section for Executive Director Notes

When finished uploading the required form, users should return to the Overview tab,
locate the Certification section, and certify that the Case Disclosure Report submission is

accurate by selecting the check box next to “I Agree”.
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Figure 54: Image of Certifying the Data Accuracy of the Case Disclosure Report Template

Once the report upload has been certified, users should proceed to submit the report for
approval by selecting the Submit for Approval button.

246



{@Gmmg,\su Granls Management System wﬂsm“m e” LSClit

£ [ Oppotuntics  Applcations  Granks  Moniiorng  Clsoout

s ey Pecn Rren Troe
PR-1138 Croated TE0I9- 123121 Can Drsciosws Repon {164

== _| Submit for Approval |
oo Button I

Figure 55: Image of Selecting the Submit for Approval Button on the Certified Case Disclosure Report
Form

Confirm

Are you sure you want to submit this request for approval?

Figure 56: Image of the Submission Confirmation Pop-up Window

After submission, users will see the status bar move from Created to Submitted for
Approval. (NOTE: As noted on the Overview tab, despite the terminology “Submitted
for Approval” and “Approved” within GrantEase, LSC’s initial response related to the
submission of required annual and semi-annual reports does not constitute LSC’s
approval of the report or confirm the veracity of the information provided. LSC’s
response merely acknowledges the submission of the required report. LSC reserves the
right to contact the grantee with questions and concerns related to the information
submitted at a later time.
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Figure 57: Image of the Reporting Form Status Bar Change from “Created” to “Submitted for Approval”

However, LSC will notify the grantee by returning the report through GrantEase if there
are concerns or if anything immediately appears to be missing from the report.

LEGISLATIVE AND RULEMAKING ACTIVITIES REPORT (1612.6)
Much like the Case Disclosure Report, the Legislative and Rulemaking Activities
Report (1612.6) must be submitted on a semi-annual basis.

To locate the Legislative and Rulemaking Activities Report (1612.6), users should
navigate to the Oversight tab, scroll down to the Annual/Semi-Annual Reports section,
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identify the report, and select the blue pencil icon to begin editing the components
necessary for this report.
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Figure 58: Image of Navigating to the Oversight Tab in the Grantee Profile
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Figure 59: Image of Selecting the Edit Button for the Legislative and Rulemaking Activities Report

Users should begin by reading the Overview section, specifically the instructions.
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Figure 60: Image of Navigating to the Overview Tab on the Legislative and Rulemaking Activities Report
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Figure 61: Image of the Instructions Box for the Legislative and Rulemaking Activities Report

After that, users should navigate to the Forms and Attachments tab.
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Figure 62: Image of Navigating to the Forms and Attachments Tab of the Legislative and Rulemaking
Activities Report

Once in the Forms and Attachments tab, users should scroll down to the All Forms
section and select the blue pencil icon associated with the Legislative and Rulemaking
Activities Report.
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Figure 63: Image of Selecting the Edit Icon for the Legislative and Rulemaking Activities Report Form
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Here, users should respond to the first question asking if they have anything to report.
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Figure 64: Image of Answermg Questlon 1 on the Legislative and Rulemaking Activities Reporting Form

If yes, users must add additional information to the Activity Detail section. To do this,
users should select the New button which will open a pop-up box.
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Figure 65: Image of Adding the Activity Details Section for the Legislative and Rulemaking Activities
Reporting Form by Selecting the New Button

In the pop-up box, users should provide the Section, Type of Activity, Date(s)/Date
Range of the activity, and a Description of the activity.

(NOTE: For the description, users should include the name of the requestor, if
applicable, and a brief description of the actions undertaken.)

Add Activity Detail

Activity Detail

~MNone--

Figure 66: Image of Activity Detail Pop-up Window for the Report Form
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When finished editing, the user should select the Save button.

Add Activity Detail

Activity Detail
1612 6(a)(3)
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Save Button

Figure 67: Image of the Filled in Activity Detail Pop-up Window for the Report Form and Selecting the

Save Button

After saving the pop-up window, users should save the Report Form. If there is more than
one activity to report, users should repeat this process until all activities have been added
to the form. When finished inputting activities, select the Validate Form button and
then return to the main screen by selecting the Back button.
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Figure 68:

Image of Selecting the Save Button on a Filled in Legislative and Rulemaking Activities

Report Form
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Figure 69: Image of Selecting the Validate Button on the Saved Report Form
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When back on the Overview tab of the report, the user should navigate to the
Certification section to the form to certify the information provided is accurate by
clicking the check box next to “I Agree”.

@Gn,\urs,\s( Grants Management System

£ | # Oppotunbes  Agpicolons Grants Monfanng  Clasood

FR-124 Croaod 117010 - 6307018 Logesatron and Fodomaking Actitios Rapar (161

[
Wouenien® % Fomrm and Anachenents Dibisiory 8 Cotab

Save Button

it s a “Agpues .
ST [05ponSD My BANOWOIS T SALTSSIN o 2 MGUI . LS (054v0s 0 gt 5070t T graine win

QUREDZNE B CONCOTS LMD 10 i FECTNGn SUBMTHIS Bt 8t S
~ Rupart Overview
By Aroa Logst i somiAnnuary 01e

< Adsitional Information

Figure 71: Image of Certifying the Accuracy of the Data Reported on the Report Form and Selecting the
Save Button

Once the form is validated and the data certified, users can submit the form for approval
by selecting the Submit for Approval button.
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Figure 72: Image of Submitting the Legislative and Rulemaking Activities Report Form for Approval

After submission, users will see the status bar move from Created to Submitted for
Approval.

(NOTE: As noted on the Overview tab, despite the terminology “Submitted for
Approval” and “Approved” within GrantEase, LSC’s initial response related to the
submission of required annual and semi-annual reports does not constitute LSC’s
approval of the report or confirm the veracity of the information provided. LSC’s
response merely acknowledges the submission of the required report. LSC reserves the
right to contact the grantee with questions and concerns related to the information
submitted at a later time.

However, LSC will notify the grantee by returning the report through GrantEase if there
are concerns or if anything immediately appears to be missing from the report.
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Figure 73: Image of the Report Form Status Bar Change from “Created” to “Submitted for Approval”
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Technology Innovation Grant

1. Technology Initiative Grant Pre-Application
LOCATING THE TIG OPPORTUNITY
To begin the Pre-Application, users will click on the Opportunities Tab which can be found in
the 2nd Tier Tool bar.
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Figure 1: Image of Navigating to the Opportunities Tab from the Home Screen

Once in the Opportunities Tab, users will see three options appear on the Side Bar: Not Yet
Qualified, Qualified, and Converted to Application.
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Figure 2: Image of the Opportunities Tab Options in the Left-Hand Side Bar
To locate the TIG Pre-Application, users will select Not Yet Qualified.
Users will then be taken to a new screen where they will be able to view new opportunities.

An opportunity will display the following information:
e EGMS ID for the system,
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the Title of the Announcement,
the Type of Announcement,
the Pre-Application Requirements,
the Opportunity Release Date,
the Application Due Date, and
the Action Column.
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Figure 3: Image of the Column Headers for the Opportunities Table
To view an opportunity, users will click on the green eyeball icon to proceed.
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Figure 4: Image of the View Icon for an Opportunity

QUALIFYING AND CONVERTING THE TIG OPPORTUNITY
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Before moving on and creating the Pre-Application for TIG, users should review the Overview
Tab and all other information.
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Figure 5: Image of Navigating to the Overview Tab for a TIG Opportunity

In the Overview Tab, users will see general information that varies from form to form. It is
divided into various sections including: Grant Details, Key Dates, Q & A Information, Terms
and Conditions, and other sections.
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Figure 6: Image of the Various Sections Under the Overview Tab of a TIG Opportunity

Once users have reviewed the Overview Tab, they can move to Qualifying the Pre-Application
by clicking on the Qualify button on the top right-hand side of the screen.
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Figure 7: Image of Selecting the Qualify Button for a TIG Opportunity

Once users have qualified for the opportunity, they can create the Pre-Application by clicking on
the Create Pre-Application button.
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Figure 8: Image of Selecting the Create Pre-Application Button for a TIG Opportunity

TIG CONTACT AND ACKNOWLEDGEMENT

Before beginning the Pre-Application, users must assign a point of contact if LSC should have
any questions. To do this, users will click on the magnifying glass to search for a grantee staff
contact.
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W Actiities Tita *HLSC has cuastions about this peoappicadon, wham shoukd iy ecolatt:
Oppornies TIGUAT
Nai Vet Cuatfid

Figure 9: Image of the Search Box for the TIG Pre-Application Contact Person

Users will type in the name and click on the Search button next to the name.
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= T - *RequmdioSen  Reredo Sbeil
R = Wowne®
Pondng Tasws
Complted Taks a Pre-Application Overview

T “IFLSG has quasiens abeut his pra-aeplication, whee sha

] shoud t ontact:

Figufe 10: Image of Typing a Name Into the Search Box to Add a Contact Person

Contacts

Dina E

4 Full Name Email
Adriana Medina adnana.medina®yopmail.com

Dina Shafey dinashafey3@gmail.com

Total records: 2

Figure 11: Image of the Contact Person Pop-up Box for the TIG Pre-Application

Contacts

Dina E

A Full Name Email

Adriana Medina adriana.medina®@yopmail.com

Dina Shafey dinashafey3@gmail.com

Total records: 2

Figure 12: Image of Selecting a Contact for the TIG Pre-Application

If the staff contact does not appear, users will need to go back and add the staff contact to
GrantEase. Please visit the “Adding New Staff Contacts” module for more information.

Once a user has denoted a staff contact, they will need to acknowledge that all information is
accurate and complete by checking the “I agree” box.
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Figure 13: Image of the Accuracy Acknowledgement Checkbox for the TIG Pre-Application

After doing this, users should select the Save button.

Grants Management System v A5 aGrantzn v Ov [SCE

# Ooportunities | Applications | Grants  Monitoring  Closeout

[SrSr— Cenca

EGMS 1D

Save Button |,.....

W Cueniew ®

a Pre-Application Overview

Tile *1LSC has questions about #is pre-appliaton, whom svuld hey coriact

TIG UAT Dina Shaley

& Acknowledgement

| herety carify thal the information | am providing '3 accurate and Spmoutedgament Submitad By Subitted Cn
complets, | also eartly tal | ave reviawed (ha pravided tams and L% &

congilions.

£ e

Figure 14: Image of Completing and Saving Required Information to Create the TIG Pre-Application

LOCATING THE TIG APPLICATION ONCE CREATED
If users would like to leave the TIG Pre-Application before completing it and return later, users
must locate the TIG Pre-Application in the Applications Tab.

Gonusse oo sson P oo @ LSO

€ # Opportuniie | Apglicalions | 3renis Monitoring  Closeout

 Applications - Al

Al

EGMS 1D lication Title. Applicant Organization Funding Opportunity Title Application Dug Date Submitted On & Cwner Status
= Tesis [ 1 . b | Mo racards found
ptr e Applications Ta
[ |
Panding Tesks L L
Complood Tasks.

Figure 15: Image of Navigating to the Applications Tab to Locate a Created Pre-Application

Once there, they should select the Pre-Applications Tab on the left-hand side bar.
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Figure 16: Image of Selecting Pre-Applications Tab from the Left-Hand Side Bar

The TIG Pre-Application will show “Created” in the status column when ready to be filled out,
which notifies the users it is ready for the application’s next step.

| ] LI

EGMS ID Pre-Application Tille Funding Opportunity Title Pre-Application Due Date Cwner Status Acfions
FR-0273 TIG UAT TIG LAT aa0z0e! Janice Margan Subeitied t Grantar @
PR-0246 PEIF 2502 PBIF 2602 Dam2021 Janice Margan Subenited Yo Grantar &
P00 F¥21 Bag Fiokl Grant FY21 Bask: Figld Grant TR0 Jarice Margan Croatad @&

PR-0148 PBIF TRANSFORMATICN LAT FRIF TRANSFORMATION AT 03a1/2021 Janice Maigar Created : A

‘ e ) Lo i 2z

THG 103 TIG 1 07302021 Janice Margan Creatad @ 9‘

T — c
PR-0151 Phif Announcement 1801 Pbif Arnouncement 1801 01/2mi2021 Janice Margan Creatad @&

Figure 17: Image of Locating a Created Pre-Application from the List of Pre-Applications

To continue filling out the TIG Pre-Application, users will click on the blue pencil icon.

#*

Opparturities | Applcanions | Grams  Monitoring  Clasoout
& Pre-Applications - All ¥ =
B T
EGMS ID Pre-Aplication Thle Funding Opportunity Title: Pre-Application Due Date. Owrer Startus. Actions
PA-0273 THG UAT TIG UAT (3802021 Jarice Morgan Subenitad to Grantor @
PA-0245 PAIF 2602 PEIF 2602 oao20e1 Janice Morgar Subenited to Giranto @
PR-000% FY21 Bas: Fiskd Grant FYZ1 Basic Field Grant 05172020 Jarice Margan Creatad -
PR-0148 PBIF TRANSFORMATICN LAT FBIF TRAMSFORMATION UAT 03312021 Janice Mar Created L
- R ERE - 2
THG 108 073002021 Janice Morgan Creatad (‘)
PA-0151 Poil Announcemer: 1801 PEif Arnourcement 1601 ib-ol] Jarice Margar Created
PA-0155 PBIF PROJECT UAT PEIF FAOJECT AT i<ty i lanice Created @ F
PR-243 RE| PBIF 0402 RE| PBIF 1402 0aM1z021 Jarice Morgan Creatad @ 4
Shaw 10 v Erries aial Feconds. 14 Edi con Pagiolz WM
t1

Figure 18: Image of Selecting the Edit Icon for a Created Pre-Application

This will open up the edit screen and allow users to continue their Pre-Application, including

forms and budget.
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TIG PRE-APPLICATION FORM

We understand that the staff who are responsible for the Technology Initiative Grant work may
not be the same staff that have GrantEase user accounts. Therefore, we would like to make this
as seamless as possible for the user.

The TIG team has prepared a 2021 Technology Initiative Grant (TIG) Pre-Application Guide as a
resource for staff preparing the pre-application. Users will be able to respond to the questions in a
document and the GrantEase system. Users will then be responsible for entering in the data in the
live system.

Reach out o the TIG 1eam if you would like 1o discuss your praject

idea or have questions about the pre-application process. Click on a
name to schedule 2 call
o Glenn Rawdon (North)

o David Bonebrake (South)
Draft o lane Ribadeneyra (West)

P h t *  Complete your responses to the narrative questions in a separate
repare each componen document. Limit your respenses i no mare than 2500 charasters per

of the Pre-Application narrative question
using this TIG Resource Complete the budget in @ spreadsheet and/or document.

Guide.

‘ Review the resources on the TIG page of the L5C website.

*  Watch the video and review the manual (www lsc.gov} on the TIG pre

apglication.
Login to GrantEase: hilps-//grantease lsc.gov
o Chesk the spacing and formating of your response n GrantEase/

before you save and validate forms in the system.
e Use simple formatting, GrantEase uses plain text fields and does not

GrantEase suppart mare complex formatting such as bulleted lists, italics, or bold

text.

Work with your Save your budget calculations in a separate document as certain fields
urganlza‘ﬂun's licensed in the GrantEose budget are auto caloulsted by the system and will not
allow you to enter data.

GrantEase user to
prepare your pre-
application for
submission.

* TIG pre-applications are due on or before 11:59 pm EDT on Friday,
May 14, 2021,
Late or incomglele submissions will not be accepted unless you
receive an extension from the TIG team before the deadline. Please
reach out to techgrants@|sc o to make this request. Please see the
Federal Register notice for further information on late submissions.

Figure 19: Image of the 2021 TIG Pre-Application Guide

Download the 2021 Technology Initiative Grant (TIG) Pre-Application Guide

Users will begin the TIG Pre-Application Form by visiting the Attachments Tab.

[ O O
Groated sumited Acosotod Convartad o Apgication

Wowervien®  § Budget I & Attachments I'.‘)Hls'sry & Collab

& Applicant Information

Agsiicant Crganizatizn Aadnuss Gategary Frimary Phane Humber
Lagal Ald Services of Oregon 520 SW Sikth Averue, Sulte 1130, Forlland. O, 2092 Nan-Frofil Organizaton {503) 224-4394
Pimare Fax Hurivee Emal Addross

(503} 2170147 lasoreganSemalcom

a Pre-Application Overview

Tila ¥ LSG has questons aboul Fis pra-apgication. whom shoud My conact:
TG LAT Dina Shafey
Attachments Tab a Sy
a Terms T =

Figure 20: Image of Navigating to the Attachments Tab of the TIG Pre-Application

Here, users will see a Forms section where the 7IG Pre-Application Form is located.
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https://lsc-live.box.com/s/7kpjuf6mncnx7mcxmrhit9abq63hupg3
https://lsc-live.box.com/s/7kpjuf6mncnx7mcxmrhit9abq63hupg3

[ —

Craatad
+ Hoqured b S Foquired to Sukmn

Woveniow  $Budget  [Batachments  DHistoy % Collab

» All Forms

Farm Mame Form Validated? Last Modified By Last Modified Date

TIG - Pre-Agpicaion Fomm X Janics Morgar CE/28i2021 1057 AW

» Supporting Documents Checkllst

Figure 21: Image of the TIG Pre-Application Form Under the All Forms Section of the Attachments Tab

To begin filling out this simple form, users will click on the blue pencil icon next to the form.

Grants Management System ” fna Granios v 0 . LSC
# Opporuniies | Applcations  Grants  Monitorng  Gloseout
Pre-Appiication —— Bava
£aMS D Siatus Sugmitiod On
PR-0273 Creatad
Cruatad

* Hequred e Save. Hzquired to Submi

Wovweriew  §Budget  [Hatachments  DHistory R Collab

« All Ferms

Farm Name Farm Validated? Last Modified By Last Moditied Date Actip
TIG - Pra-Agpleanon Form x Jaric Morgar CG/2BE02T 1057 AN -

» Supporting Documents Checklist

Figure 22: Image of Selecting the Edit Icon for the TIG Pre-Application Form

This form has questions with branching logic which means that if the user answers “Yes” to a
question, then an additional field will be required. Users should keep this in mind as they answer
questions.

a Project Rationale

2 Explain how Ta propasnd projact wil enfance Bgal aanicn dely iy andion imeros wour erinizane's cpartins

3. Doas the propossd [rest BOFGES BNy MAGHRMAandsons e an

~MNirg- .

4. Describe ary Lstoe community partnars fat would parcipate inthis project and el expecied conirbutions:

5. Please discuss how you esiablishod the estmaled costs oulingd in your pre-applicaton budget

Figure 23: Image of a Branching Logic Question in the TIG Pre-Application Form
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« Project Ratianale

2. Explain how e proposed propeot vl anhancd Hagal Servicd delivery andior |Mmpnove your Srgancakon's opeuons

Sample Texl

ppoommundation: and dsques how this project will acoross them,

W, Wosed project addmes any recommeandalians mem an LSS progeam wisil?
w

A, Dusribe any usfos commusily carrecs thal woud panidpste in this projesct and thair expecisd conlibuione.

Sample bael

Figure 24: Image of Selecting “Yes” on the Branching Logic Question in the TIG Pre-Application Form

4 Project Rationale

2. Explain Pow e oeopoasd peoject will anhance kegal 2enics dalivory andior impeng yeur erganization’s aporaliors

Sampla Text

v

4 Dear iy Justica communty pamrars ihet wesld paricipata n this pojest snd el speced conirbuiions
Sarnp|

5 PIRESE 052055 e YU ASTINE ST i S5tmatad costs oUting in yeur pre-sppliton budgat

Sampla Text

Figure 25: Image of Selecting “No” on the Branching Logic Question in the TIG Pre-Application Form

Also, questions may have more help text. If a user hovers over an information icon, it will
provide more detail. The help text is also available in the guide.

Grants Management System w A a Graniee o . LSCL

# Opportunities | Applicafions | Grents  Moniering  Clossout

E3 Ea

i
Pre-Applieation Form
TIG - Pre-Applcation Form v

« Faquiwd % Sawe . Raquind s Suoenit

 Praject Description

Sarmpla lenl.

 Praject Rationale
2. Explain Fow the peopoaad seoel will anhance legal sarvice Selivery andior ingeove yeur organizalien's ape uﬁ.©

Sample Tex!

(= g

Figure 26: Image of the Icons that Provide Explanations for Each TIG Pre-Application Question

Information
Icons @

For a complete character count for each Pre-Application question, again we ask that users refer to
the TIG Guidance document.
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Once users have answered all questions, they should click on the Save button on the right-hand
side of the screen.

Grants Management System

#  Opportunities | Applications | Grants  Maniloring  Clossout

1ia
Pre-Application Form

Save Button

» Project Dascription

1 Plnasn prvide a ceseription of your propesed prejoct ncling e spac e technsiogios the projoct wil devsicy or implomr:

Samole lexl

Figure 27: Image of Selecting the Save Button After Completing the TIG Pre-Application Form

Grants Management System w f5.8 Grantoe oy LSCliaiis

#  Opportunities | Applisations Grants  Meniloring  Closeaut

» Form saved succasshuly ®

Pr  vaicais o | =
- Ve e Forr Back
»Agplication Form aEIE=

TIG - Pre-Application Fam

 Project Description

1 Poaso prevee acoserpton o yeurprepasad prec inching nn spaci: tachnoogies e Ercject i ek mpleman Successfully

Sample text

& Project Rationale SaVEd Message

2. Expiain how the prapased praject wil enhance lagal sarvice defory andior imprave your arganization's operatons,

Figure 28: Image of the Successfully Save Form Confirmation Message

After saving the changes, users should click on the Validate button.

If there are missing components, users will need to go back and rectify these errors before
moving onto the next section.

Grants Management System w fx 8 Grartee v 0 . LSClmiins

# Opportunities | Applicalions | Grants  Monilcring  Closeaut

+ Form saved successhully "

3 =
o Vaiidate Form | Edit =
Pre-Application Form

TIG - Pre-Application Farm

« Project Deseription

1. Flasa provida a dsscrption of your pronosed prajact inchuding the specifc tachnoicgles th praect wil devalos or implamans
Sample text

 Prfet tone Validate
2. Expiain how the praposed praject wil erhance lsgal servce delivery and'or IMprove your ciganizaion's aperaions. Button

Sample text

Figure 29: Image of Selecting the Validate Form Button for the Completed TIG Pre-Application Form
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TIE _
Pre-Application Form EEEIEIE =
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a Project Descriptien

Successfully
Validated Message

1. Pioase provide & deecription of your propoaed project including he specific tachnolegies he proedt wil deveko o
Sample text

& Project Ratlonale

Figure 30: Image of the Successfully Validated Form Confirmation Message

Once the section is successfully validated, users can move to the Budget Tab.

BUDGET TAB (for TIG Pre-Applications)

The Pre-Application Budget asks for the same level of detail as a budget for a Full Application.
This is a change from prior years when LSC did not seek detailed budget information at this stage
in the funding process. Please note that LSC still permits more general estimates at the TIG Pre-
Application stage.

In fact, unless the applicant indicates otherwise, the TIG team will consider budgets submitted as
part of a TIG Pre-Application as an early estimate of a project’s cost. Applicants who are invited
to submit a full application will have the opportunity to review and change the estimated
expenses provided in the Pre-Application budget.

Once users click on the Budget Tab, they will see several categories with expandable sections
including Personnel Expenses, Project Expenses, Contracts and Subgrants and Indirect Costs.

@(jRANTEASF Grants Management System w&:nﬁmrw- 0. LS
€ | # Opporturitiss | Applications | Granis  Monioring  Closeaut
TaUAT | oo usa | ot [
ﬂ EGMS ID Status mitte
PR-0273 Createg
Al v
r—
Croated

Wowniew  $Budcet  [BAtachments DHistoy @ Colab

& Budget Categories

a

* Rpoords ot scrlec by Aow Number ascending order
S—— Calegory Name , LSC Fund Share Appllcant Share Project Total  Actions
O Recently Viewed - B Parconl Bxpanses 000 S0t an @
TiG UAT [ Projuct Expensss _ 5000 5000 a0 &
TG UAT
5 Cortacts & Subgrants 3000 s000 s (7
Teuar
e Casts 0w 5010 s
TG 108
Total 5000 00 0
TG 082
Total ecords6
Phmtist
P12
Lagal o Senvoss o Og...
Liagal Nd Services of Oreg... | Edit | Subetio Granor | Aetesh |

F igure 31: Image of the Budget Categories Listed Under the Budget Tab of the TIG Pre-Application
To begin adding data to the Salaries and Wages section, users will click on the Edit button and

then click the Add Line-Item icon; this will open up a pop-up box which will then allow the user
to add NEW Line-Items.
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Figure 32: Image of Selecting the Edit Button to Enter Edit Mode on the Budget Tab
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Figure 33: Image of Selecting the Add Line-Item Icon for a Budget Category in the Budget Tab

Users must select the NEW button and complete ALL of the presented fields for Salaries and
Wages, including the Justification box.

Add Line Htem

Budget Categary: Personne| Expenses

R—

Ling ftem Type | MName & Position Titie Full Annual Salary % Time Dedicated to the Project

MNumber of Months on the Project Prorated Project Salary LSG Fund Share Applicant Share  Actians.
Mo Records Found

 Fringe Benefits

Line tem Type | LSG Fund Share. Applicant Share Actions

Mo Regords Found

Figure 34: Image of Selecting the New Button to Enter Data in the Add Line-Item Pop-up Box
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« Reguired 1o Save Required 1o Submit

=« Line Item

Salaries\Wages

= Justification

Figure 35: Image of the Required Data Fields for the Personnel Expenses Budget Category

When done, users should repeat the process for the Fringe Benefits section.

Reminder: Users should enter a percentage value (%) in the Fringe Benefits Rate field. The
system will then calculate the dollar amount.

Once users are finished with Personnel Expenses, they can move onto Project Expenses,
Contracts and Subgrants, and Indirect Costs.

.(@(in«\m{ml Granis Managemen! System #Mmm\eev 0v LS
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Figure 36: Image of the Remaining Budget Categories to Complete

After completing each field with the necessary data, users should click on the Save button. This
will take the user back to the main Pre-Application screen.

‘(@'(;u.\,\”-m“ Grants Management System *m%m‘ 0* [S(
{ | # Opporturities | Applications | Grants  Monilcring — Closeout
statug Subiminad On
Craated
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Compleid Tasis Woveniew  SBudgel  [BAtachments  DHistory % Collab Save Button

Figure 37: Image of Selecting the Save Button After Completing All Sections of the Budget Tab

267



SUBMITTING THE PRE-APPLICATION

Once users have finished their Pre-Application and saved it, they should navigate back to the
Attachments Tab.
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Figure 38: Image of Attachments Tab on the TIG Pre-Application

Users should confirm that all forms are validated by looking for a checkmark next to each form
before submitting the Pre-Application.
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Figure 39: Image of Validated Pre-Application Form Checkmark

When ready to submit the Pre-Application, users should select the Submit to Grantor button on
the top right-hand side of the screen.
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Figure 40: Image of Selecting the Submit to Grantor Button

Once users select the Submit to Grantor button, they will either be prompted to rectify any errors
or will receive a message confirming that they want to submit their Pre-Application.

Confirm

Do you want to submit this Pre-Application?

Figure 41: Image of the Confirmation Pop-up Message

Confirm

Do you want to submit this Pre-Application?

Figure 42: Image of Selecting “Yes” to Confirm Pre-Application Submission

After submitting the Pre-Application, users will see that the status of the application has been
moved from “Created” to “Submitted.”
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Figure 43: Image of Pre-Application Status Changing to Submitted
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2. Technology Initiative Grant and Technology Improvement Plan Full
Applications

LOCATING A TECHNOLOGY INITIATIVE GRANT OPPORTUNITY
Technology Initiative Grant or TIG applicants must be current grantees of LSC Basic
Field-General, Basic Field-Migrant, or Basic Field-Native American grants. Although
other entities are not eligible to apply, they are encouraged to participate as project
partners. Applicants must be up to date according to the milestone/payment schedule on
any existing TIG projects prior to submitting a new TIG application. TIGs will not be
awarded to any applicant unless the applicant has made satisfactory progress on all TIGs
previously awarded to it and is not currently subject to any short funding (i.e., less than
one year) on basic field grants. (See the current LSC Basic Field Grant recipients.)

To begin the TIG Full application, users must first locate their TIG Pre-Application in
GrantEase. The user should start by clicking on the Applications Tab followed by
selecting the Pre-Applications Tab in the left-hand side bar.
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Figure 2: Image of Selecting the Pre-Applications Tab in the Left-Hand Side Bar

Users will see the Pre-Application in GrantEase and see that the status is now
“Accepted.” Here, users should select the green eyeball icon to open up the Pre-

Application.
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Figure 3: Image of Selecting the View Icon on the Pre-Application
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Once in the Pre-Application, users will create their Full Application by clicking on the
Create Application Button.
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Figure 4: Image of Selecting the Create Application Button on a Pre-Application

Users will then be taken to a new screen. First users must name the TIG Application.
(Follow the naming convention outlined in the TIG application guide on page 11.) Then,
users should assign a point of contact for the Application. Users can do this by selecting
and typing in the name of the contact in the search box.
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Figure 5: Image of Selecting the Application Contact Person Search Box

Once the name appears users will be able to click on the Select Link next to the
individual’s name. If the name does not appear users should stop at this moment and go
to the grantee profile to add a new staff member.

Email
dinashafey3@gmail.com
hardinbi@lsc.gov
sareasiyopmail.com
Bristow Hardin
test duplical
Janice Morgan

Paloma Dale

Shelby Smith shelby.smith;

Ed Marks ed.mark:
Alivia Strelch alivia stretch@yopmail com

Show| 10 w |Entries otal records: B3

Figure 6: Image of Clicking the Select Link for the Application Contact
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Once a staff member has been added, users must select the I Agree acknowledgement
box confirming that all information is accurate and complete.
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Figure 7: Image of the Completed Application Contact and the Accuracy Acknowledgement Box

Users should remember to select the Save button on the Application.
@B GranTEASE  Grans Management System G e .» LSC
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Figure 8: Image of Selecting the Save Button on a Created Application

Technology Improvement Plan Full Application

LOCATING A TECHNOLOGY IMPROVEMENT PLAN OPPORTUNITY
Technology Improvement Project or TIP applicants must be current grantees of LSC
Basic Field-General, Basic Field-Migrant, or Basic Field-Native American grants and not
currently subject to any short funding (i.e., less than one year) on basic field grants.
Applicants must be up to date according to the milestone/payment schedule on any
existing TIG projects prior to submitting a new TIP application. There is no Pre-
Application requirement for TIP proposals.

To locate the TIP opportunity users will begin in the Opportunities Tab on the top tool
bar.
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Figure 9: Image of Navigating to the Opportunities Tab
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On the left-hand side bar, users should select the Not Yet Qualified Tab from under the

Opportunities tab.
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Figure 10: Image of Selecting the Not Yet Qualified Tab under the Opportunities Tab

Once users have located the TIP application, they should click the green eyeball icon to
view the TIP opportunity.
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Figure 11: Image of Selecting the View Icon for a TIP Application

Next, users should click on the Qualify button.
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Figure 12: Image of Selecting the Qualify Button for a TIP Application



Users will then be able to select the Create Application button.
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Figure 13: Image of Selecting the Create Application Button for a TIP Application

Users will then be taken to a new screen and give a name to their application. (Follow the
naming convention outlined in the TIP Application Guide on page 11.) Then users should
add a contact to the TIP Application.
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Figure 14: Image of Selecting the Application Contact Person Search Box

Start by clicking on the box and typing in the name in the search box. Once the name
appears users will be able to select the individual’s name. If the name does not appear
users should stop at this moment and go to the grantee profile to add a new staff member.

Full Name Email Actions
Percy Schwabelbach test@yopmail com Select
joe amilh saveles@yopmail com Select
Genevieve Richardson grichardson@yepmal com Select
David Canela deanela@yopmail com Select
Asma Musan athusasn@ryopmail com Select
Matakie Jones njones@yopmadl com Select
Ursuda Hill whill@yopmail com

Michael Sanlos msantos@yopmail com

Martel Dwinell mdwineliyopmal com

Dylan Horavatz dhorovitz @yopmail com

Shew | 10w Erines Total records: 14

Figure 15: Image of Clicking the Select Link for the Application Contact
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Once a staff member has been added, users must click “I Agree” on the box to
acknowledge that all information is accurate and complete.
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Figure 16: Image of a Completed Application Contact and the Accuracy Acknowledgement Box

Users should remember to select the Save button on the Application.
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Figure 17: Image of Selecting the Save Button on a Created Application

PROJECT INFORMATION FOR A TIG AND TIP APPLICATION

The following information will walk users through the completion process for a full
Technology Initiative Grant and a Technology Improvement Plan Project Information
Section. To begin the TIG or TIP Application, users should review the Overview Tab

which will have information related to the grant application.
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Figure 18: Image of Navigating to the Overview Tab of a TIG or TIP Application
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Users should start by navigating to the Project Information Tab. Users should provide
an Executive Summary of the grant proposal and choose a grant term. If users are unable
to enter information here, they should select the Edit button.
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Figure 19: Image of Navigating to the Project Information Tab and Selecting the Edit Button
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Figure 20: Image of the Executive Summary and Project Timeline Sections of the Project Information
Tab

LSC staff and the LSC Executive Office will use the Executive Summary during the
review process.

If the user is selected for funding, LSC’s Office of Government and Public Affairs will
also use the summary for press releases and general publicity.

The TIG Application Guide will provide directions on what information to include, but
for the purposes of this portion of the application, users should answer the following

questions:

. What is the overarching goal of the technology project?

. What will the project accomplish?

. How will it improve the service delivery system?
Once the Executive Summary is finished, users should proceed to the Project Timeline
Section.
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TIG applicants can choose between 18-36 months of funding.

a Project Timeline

What is the anficipated length of this project?

—MNone—

3 months

& months

12 months

18 months

24 months

36 months

Figure 21: Image of Selecting the Appropriate Timeline for a TIG Grant

TIP applicants can choose between 12-18 months of funding.

a Project Timeline
What is the anticipated length of this project?

—MNone— s

3 months

& months

12 months

18 months

24 months

36 months

Figure 22: Image of Selecting the Appropriate Timeline for a TIP Grant

User should select the Save button when complete.
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Figure 23: Image of Selecting the Save Button on the Completed Project Information Tab
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COMPLETING THE TIG AND TIP APPLICATION BUDGET TAB
Once finished in the Project Information section for TIG Grants, users should navigate to

the Budget Tab.
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Figure 24: Image of Navigating to the Budget Tab

If users are applying for a TIG grant, the Full Application budget will be pre-populated
with the information the organization provided in the Pre-Application. LSC realizes that
entries may have been general when completing the Pre-Application, thus applicants may
now delete, change, and add new amounts in all sections of the budget (including total
funding request) and provide more detailed information for budget items if necessary.

For the TIP application, users should begin by adding individual line-items to the budget.

For definitions of each budget line item and how to complete the budget form, please
refer to the TIG Application Guide or the TIP Application Guide.

To edit a pre-existing item or to add new line-item, users should click on the line-item
icon.
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Figure 25: Image of Selecting the Line-Item Icon for a Budget Category
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A pop-up screen will appear.
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Figure 26: Image of the Line-Item Pop-Up Screen

To add a new item, users should select the New button and begin to fill out the line items
according to the TIG application guide. To make edits, click the blue pencil icon.
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Figure 27: Image of Selecting the New Line-Item Button or the Edit Icon on a Budget Category

a Line ltem

Line ltem Type

Salaries/Wages

“Number of Months

a Justification

“Justieation

Figure 28: Image of the New Line-Item Pop-Up Screen
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THE ATTACHMENT TAB FOR TIG APPLICATIONS

Once in the Attachments tab, users should scroll down to the All Forms section. For the
TIG application, there are four separate forms that are required for the full application.
Additionally, users can utilize the Attachments section to upload documents in support
of the application.

Forms for a TIG Application:
e TIG Application Form
e Budget, Staffing & Leadership Form
e Project Plan
e Indirect Cost Form
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Figure 29: Image of the Attachments Tab and the All Forms Section

Each form’s narrative questions allow users to provide details about the grant proposal.
Some of the questions will be pre-populated from the Pre-Application responses;
however, all pre-populated responses should be edited for quality and accuracy. LSC
permits substantive changes to any pre-populated response. Users should begin with the
first form for the TIG or TIP application.

To begin filling out the TIG application forms, users should select the blue pencil icon.
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Figure 30: Image of Selecting the Edit Icon for the TIG Application Form
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Users should start with question number one in the Project Description section and
proceed through all questions in each subsequent section. Users can hover over the
information icons for further detail on the questions.
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Figure 31: Image of the Information Icons on the TIG Application Form

Next, users should complete the Project Rationale section. Once finished with the
questions, move to the Replication and Sustainability section. When finished with all
questions, users should select the Save button.

Application form
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Figure 32: Image of Selecting the Save Button on a Completed TIG Application Form

Once saved, users should select Validate Form button.
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Figure 33: Image of a Successfully Saved Form and Selecting the Validate Form Button
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On the top right-hand side of the screen, users should select the Budget, Staffing, and
Leadership Plan Form from the drop down list to navigate to the next form.
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TIG - Application form

TIG - Application form

Special Grant Form - Budget, Staffing and Leadership Plan

Special Grant Form - Project Plan

Special Grant Form - Indirect Costs

Figure 34: Image of Selecting the Budget, Staffing and Leadership Form from the Drop Down Menu

For the Budget, Staffing, and Leadership Form, users should provide an explanation of

the budget and staffing rationale. To add an individual working on the grant, users should
select the New button.

@GMNTEASE Grants Management System 'W*“G""**' 0, .

£ | M Oppotuntes | Appicaions | Gets  Mondoring  Closeout

« Budgot, Staffing & Leadorship Plan (25%)
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o
- prcfect onty.

Description o Fote 1 Ratnss |

Specisl GrantFeem - Budgel, Sisfeg and Leadersnp Plan

- Managing Aiceney kiemal Exislig Positon Jodrt [T p—. e
uxEpent Progct tanager Exemat Legal 5 v contactvam 3 U, our equtatie 8 capsctymhouse e Frs
 Budget Rationale
& 1 Ve s youdrecing e rgnast paesiageof e o s ran
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Figure 35: Image of Selecting the New Button to Add a New Grant Member

Once selected, users should fill in the required data, then proceed to answer the questions

in the subsequent sections. When all information has been entered, users should select the
Save button.

@Gm\m EASE  Granis Management System

¢ # owonnies | ppicstors| Gorts tontevg oot

Q Sesch - [ prr—
Budget, Staffing and Leadership Plan E=En
[a T T
- . -
e pp—
=S : Save
Apphcation Trsks =} = Budget, Staffing & Leadership Plan (25%) @ =l
- Button
]
-
[
s = e =
—
=
e ———— - e .
» Budget Rationale:
e ——

Figure 36: Image of the Staffing Information Rows and Selecting the Save Button
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After saving the Budget, Staffing, and Leadership form, users should return to the drop
down menu in the upper right-hand corner and navigate to the Project Plan Form.

obase o | Eon ] oo

TIG - Application form

TIG - Application form

Special Grant Form - Budget, Staffing and Leadership Plan

Special Grant Form - Project Plan

Special Grant Form - Indirect Costs

Figure 37: Image of the Drop-Down Menu and Project Plan Form Selection

On this form, users should answer all four questions, select the Save button, and then
select the Validate Form button.

Finally, users should navigate to the Indirect Cost Form from the drop-down menu.

e rom | ot | ooc

TIG - Application form

TIG - Application form

Special Grant Form - Budget, Staffing and Leadership Plan

Special Grant Form - Project Plan

Special Grant Form - Indirect Costs

Figure 38: Image of the Drop-Down Menu and Indirect Cost Form Selection

Users should select the Edit button to begin completing the form.

InfrectCosts

Special Grant Form .« Indirect A

Button

Vaidate Fom | ot | Bace |
Figure 39: Image of Selecting the Edit Button on the Indirect Costs Form for the TIG Application

(NOTE: Users can answer “Yes” to only question number 1 or number 2 but not both.)

Applicants should follow their accounting manual for guidance on Indirect Cost rates.
When the form has been completed, users should select the Save button.
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(@ GRANTEASE  Grants Management System

@ O I

Special GrantForm - ediect Gosts

Figure 40: Image of Completing the Indirect Cost Form and Selecting the Save Button

Once the completed form is saved, users should select the Validate Form button.

,((fj GRANTEASE  Grants Managerert System

€| # Owotnites |Aopheators | Gt Montomg oot

Validate Form
1 Button

yauro ] [ s
Figure 41: Image of a Completed and Saved Indirect Cost Form and Selecting the Validate Form Button

Once the form is validated, users should select the Back button to return to the
Attachments tab.

+ Form vakaed successiuly.

®
Spesa Grnt Fem :
rectCosts EESE e
Specidl Gran Fom - Indrest Costs v
Overview

Back Button

o

Figure 42: Image of Successful Form Validation and Selecting the Back Button

After each of the forms has been completed, saved, and validated, the user should move
down to the Attachments section.

(@ GRANTEASE  (Granis Management System
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Figure 43: Image of Completed Forms in the All Forms Section
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To add a new attachment, users should select the Add button.

W Overvierw 0 SBudgel  ElPoromance @ Amacments  DiHsioyy @ Collab.

« All Forms.

Form Hame Mandatory Form Vaidated? Last Modified By
TG - Appicatin faam v

Bty Slamiag 1nd Lesdieats Plas

P
Mame. Type. Description Date Attached Atacned By Acvons

Notes m
= o s == Add Attachments
« Box Uploadsd Files. Button =

Figure 44: Image of Selecting the Add Attachments Button

After selecting the Add button, a pop-up screen will appear.

First, users should select the appropriate option for the Type field from the drop down
menu which has the following options:

Organizational Chart (Current & Future);

Resumes of Existing Staff;

Position Descriptions (FEWs or partial — Current and New);

Letters of Support;

Letters of Commitment (Partners);

Other.

‘ Add Attachments %

Upload file from Co | Grganizational Chart (Current and Future)
Organizational Chart (Current and Future)

®
Type Resumes Existing Staf

*File Fosition Descriptions (FTES or partial - Current and New)

*Description Letiers of Support

Lefters of Commitmant (Partners)

Other

Figure 45: Image of Selecting from the Options for Attachment Type for a TIG Application

Before uploading the file, users should name it according to the TIG Application naming
convention. File names should include the grantee acronym and provide a short
description of the document (e.g., “LANY_DC Bar Support Ltr” or “LANY_Proposed
CMS Vendor Statement of Work”. If the file is “Other”, users should provide a brief
description of the document.

Finally, each attached file should include add a description of the document. Users
should provide 1-2 sentences describing the document.
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To add an additional file, users should select the Save button. When finished adding
documents, users should select the Save and Close button to exit the screen.

Add Attachments

Upload file from Computer

“Type Resumes Existing Staff

*File Choose File | LAC_EGMS...esume docx

“Description Resume of Existing Staff

o=

Figure 46: Image of an Upload with Appropriately Formatted File Name and Description and Closing the
Pop-up Window

Successfully uploaded attachments will appear in the Attachments section.

Woenios  WPopctinomsion  $Buiget  SPemnce  atachmants  DHsuy W Colsb

Figure 47: Image of a Successfully Uploaded Attachment for a TIG Application

THE ATTACHMENTS TAB FOR TIP APPLICATIONS
To begin filling out the TIP Application forms, users should select the blue pencil icon.
Additionally, users can utilize the Attachments section to upload documents in support of

the application.

Forms for a TIP Application:
e TIP Application Form
e Budget, Staffing and Leadership Form
e Indirect Cost Form

@ rantease s aragement sysen

< | # Orportint | oplioms | Contz Mocdarng oot

Wowrior  WPvjedilomation®  Sbut  EPwomane  Qatachmons  Difsiay  ®Colab

o Bl Forms

Fom Valdana?

Figure 48: Image of the All Forms Section and Selecting the Edit Icon
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After the TIP Application has been accessed, users should begin responding to all
application parts by selecting the Edit button. (NOTE: Please remember, hovering over
the I-icons provides additional/detailed assistance.)

Tvchllulum Improvement Project Valstate Form El ] =
T Technelogy Impeonesseni -

—), Edit
@ Button

Information

— Icons

Figure 49: Image of TIP Application Form, Edit Button, and Information Icons

O

a Project Rationale (30%)

Users should start with the Project Description section and respond to all the questions
there. Next, users should scroll down to the Project Rationale section. Finally, users
should scroll down and complete the Project Strategy and Approach section. When
finished with all of the form questions, users should select the Save button.

|l| Opportuntes | Applcalions | Grants Mooy Clasomt

z ==
Technology Improvement Project
™o ot

 Project Dscription {30%)

| Plaas e 15 pptcaon gt o koo bk s Sl i Qo

| a Project Rationale [30%)

Figure 50: Image of Selecting the Save Button on a Completed Technology Improvement Plan Form

After successfully saving the completed application form, users should then select the
Valldate Form Button.

Validate Form
S Button

Figure 51: Image of a Successfully Saved Form and Selecting the Validate Form Button

Once the form is successfully validated, users should navigate to the Budget, Staffing
and Leadership Form from the drop down menu in the upper-right hand corner of the
screen.
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Figure 52: Image of Navigating to the Budget, Staffing and Leadership Plan Form After Successful Form
Validation

To add an individual who is working on the grant, users should select the New button.
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Figure 53: Image of Selecting the New Button to Add Data to the Budget Plan Form

After selecting the New button, users should fill in the required information and scroll
down to complete the subsequent form sections. When complete, users should select the

Save button.
Granls Management System v 232 Guantee « e - ]I:_SI_C >
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Figure 54: Image of Completing the Required Form Questions and Selecting the Save Button

288



Finally, users should navigate to the Indirect Costs Form from the same drop down
menu.

oo rom | e | oo |
v

TIP - Technology Improvement Project

TIP - Technology Improvement Project

Special Grant Form - Budget, Staffing and Leadership Plan

Special Grant Form - Indirect Costs

Figure 55: Image of Navigating to the Indirect Cost Form in Drop Down Menu

Once on the Indirect Costs Form, users should select the Edit button to complete the
form questions.

(@Gmm[ns[ Grants Management System ".ulsmlee.. 0. I\T Parrtorm
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Figure 56: Image of Selecting the Edit Button to Complete the Indirect Costs Form

Users can answer “Yes” to only question number 1 or 2 but not both. Users should
follow their accounting manual for guidance on Indirect Cost rates. When finished

completing the form, users should select the Save button.
@Gmmhsr Grants Maragement System [ T 0. LSL

¢|l Oppotuntes | Applcaions | Grants Monlorng  Closesud
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Figure 57: Image of Successfully Saving the Indirect Cost Form and Selecting the Validate Form Button
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Once the Indirect Cost Form is successfully validated, users should navigate back to the
Attachments tab by selecting the Back button.

onm vaicdaled sucoesshuly

Infrect Costs Uit [

‘Specia Grant Form - Indrect Costs v

Back Button

Figure 58: Image of a Successfully Validated Form and Selecting the Back Button

After completing all of the application forms, users should scroll down to the
Attachments section and select the Add button to add documents in support of their
application.

Grants Management System L~ TS 0 LSCleizs
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Figure 59: Image of the Completed Application Forms and Selecting the Add Button
After selecting the Add button, a pop-up screen will appear.

First, users should select the appropriate option for the Type field from the drop down
menu which has the following options:
e Organizational Chart (Current & Future);
Resumes of Existing Staff;
Position Descriptions (FEWs or partial — Current and New);
Letters of Support;
Letters of Commitment (Partners);
Other.

Add Attachments

Upload file from Cor

Organizational Chart (Cument and Future)
Organizational Chart (Current and Future)
*Type Resumes Existing Staff

*File Position Descriptions (FTEs or partial - Current and New)
*Description Lefters of Support

Lefters of Gommitment (Pzriners)

Other

m Save and Clog|

Figure 60: Image of Selecting from the Options for Attachment Type for a TIP Application
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Before uploading the file, users should name it according to the TIP Application naming
convention. File names should include the grantee acronym and provide a short
description of the document (e.g., “LANY_DC Bar Support Ltr” or “LANY_Proposed
CMS Vendor Statement of Work”. If the file is “Other,”, users should provide a brief
description of the document.

Finally, each attached file should include add a description of the document. Users
should provide 1-2 sentences describing the document.

To add an additional file, users should select the Save button. When finished adding all
documents, users should select the Save and Close button to exit the pop-up window.

Add Attachments

Upload file from Computer

“Type Resumes Existing Staff

*File Choose File | LAC_EGMS...esume.docx

“Description Resume of Existing Staff

Figure 61: Image of an Uploaded File with an Appropriately Formatted File Name and Description

Successfully uploaded attachments will appear in the Attachments section.
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Figure 62: Image of a Successfully Uploaded Attachment for a TIP Application

PERFORMANCE TAB FOR A TIG OR TIP APPLICATION

First users should navigate to the Performance Tab. There are two sections within this
tab: Goals and Objectives.

oy @ Cotat

Performance
Tab

Ot name Ao et | [mm———r—— -

Figure 63: Image of Navigating to the Performance Tab of a TIG or TIP Application
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Users should provide a project goal and objectives that reflect key work they will
complete on their project.

If funded, applicants will receive support from the TIG team to finalize goals and
objectives as well as assistance in incorporating the information into the grant terms and
conditions. Progress toward achieving the goal and objectives should be reported
regularly throughout the course of the grant.

Users should begin by creating a goal in the Goals section. Each grant must have a
single goal. To add a goal, users should select the New button.

@w:mlm Grants Management System |~ JUCEe @ LSC
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Figure 64: Image of Selecting the New Button in the Goals Section of the Performance Tab

A Goal Details screen should pop-up. On this screen, users should add the goal and

description. Once finished, they can select the Save button to return to the Performance
Tab.

Save Button H

Goal Details

Project Goal

To provide clear, effective, and usable video-driven web materials covering high-demand legal issues that allow low-income users lo initiate
actions on their own, or vith only limited assistance from legal services or community partners

Figure 65: Image of the Goal Details Pop-up Window

After finishing the Goals section, users should scroll down to the Objectives section.
Each objective must be associated with the goal, so the Goals section must be completed
before the Objectives section.

To add an objective, users should select the New button in the Objectives section.

o New Objective o-
Q Button

Cbpectrve Nume Assccisted Godl 10 T Assccited Goal Name: Descriptin Start ate. End Dute Actons.

Figure 66: Image of Selecting the New Button in the Objectives Section of the Performance Tab
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A pop-up screen will appear.

“Name

Figure 67: Image of the Objective Details Pop-Up Window

First, users should locate the Grant’s goal by selecting the box with the magnifying glass
under Goal ID.

a Objective Details

o ¢

Figure 68: Image of Searching for the Goal ID

This should open a list of Related Goals. On this screen, users should click on the Select
Link next to the correct project goal.

New

Related Goals

Actions

Figure 69: Image of Associating a Related Goal with an Objective on the Objective Details Screen

Once selected, users must provide the Objective’s Name, Description, Start Date, and
End Date (the last date of proposed grant term). When finished, users should select the
Save button.

Save Button ~

GL-962 m

Work with a contractor, subject matier experts and other stakeholders to finalize video lopics and scripts.

Figure 70: Image of the Completed Objective Details Section and Selecting the Save Button
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Users can disregard the Milestone section.

12/31/2022

= Milestone Details

Figure 71: Image of the Milestone Details Section of the Pop-up Window

When finished entering in all of the application objectives, user should select the Save
button.

@BGrantiase  Groms aragemen Sysiem
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Save Button

Figure 72: Image of Selecting the Save Button After Completing the Performance Tab

SUBMITTING THE APPLICATION
To submit the application, users should select Submit Application in the top right-hand
corner.
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Figure 73: Image of Selecting the Submit Application Button on a completed TIG or TIP Application

A confirmation pop-up window should appear. Users should select “Yes” if they are
ready to submit their application.

Confirm

Are you sure you want to submit this Application?

Figure 74: Image of the Confirmation Pop-Up Window
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If there are any validation errors, users should rectify them. If there are no validation
errors, the status bar should move to Submitted and Review Initiated status.

@Liu.\xr[p\sr Grants Management System ’ Asadumnie v 0' LSC
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Figure 75: Image of the Updated Application Submission Status
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Disaster Grant
1. Coming Soon ...
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System Features
1. Collab

Usage
Communication Protocol
Response Times
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Appendices

1. GrantEase Release 2 User Manual - Icon Glossary
New Icons

2. GAR Validation Errors

Error Codes and Corrections

Grantee GAR/
Action SI;‘;::*& GAR Form (l:,rri‘)‘i‘itl‘ze Question / Field Validation Adlf}:)tt‘:;‘al
Area form Section
Validate Grantee Grantee Level | Additional | 3. Cases Closed | Value provided
Form Level Forms Case Not Reported to | should not be
Information | LSC (Number of | greater than
non-LSC funded | 10,000.
Cases not reported
to LSC):*
Validate Validations for
Form required
responses/fields.
Save or File Validations to Exception for
Upload prevent negative | Expenses and
numbers. Revenue
forms under
service area
forms.
GAR Grantee Office type Only one 'active'
Submission Branch office needs to
Office be identified as a
main office on
the grantee
profile.
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Grantee GAR/
Action SI;‘;::’& GAR Form (l;,r:(‘)‘i‘itl‘;e Question / Field Validation Adlf}:)tt‘:;‘al
Area form Section
GAR Grantee Staff] Service Area At least once Check is
Submission Contacts allocation service area must | performed on
be associated for | staff contacts
each staff who are
contact. current staff
and also on
the staff
contacts who
were active
for som time
during the
reporting
year.
GAR Grantee Service Area The sum of Check is
Submission Staff allocation service area performed on
Contacts percentage must | staff contacts
be 100% for who are
each staff current staff
contact. and also on
the staff
contacts who
were active
for som time
during the
reporting
year.
GAR Service Area | Demographics Gender The sum of
Submission Gender and
Groups in
Demographics
form must be
equal to the sum
of Staff and PAI
case closures
entered on the
Case Services
Form.
GAR Service Area | Demographics Veteran The sum of
Submission Status Veteran and
Groups in
Demographics

form must be
equal to the sum
of Staff and PAI
case closures
entered on the
Case Services
Form.
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GAR
Submission

Service Area

Demographics

Total
Clients
Entered for
Age &
Ethnicity

The sum of
Age/Ethnicity
and Groups in
Demographics
form must be
equal to the sum
of Staff and PAI
case closures
entered on the
Case Services
Form.

GAR
Submission

Service Area

Demographics

Language

The sum of
Language and
Groups in
Demographics
form must be
equal to the sum
of Staff and PAI
case closures
entered on the
Case Services
Form.

GAR
Submission

Service Area

Categories of
PAI - Basic
Field Only

Pro Bono

Enter either
value or zero in
each cell

GAR
Submission

Service Area

Categories of
PAI - Basic
Field Only

Compensated

Enter either
value or zero in
each cell

GAR
Submission

Service Area

Categories of
PAI - Basic
Field Only

Totals

Total of all PAI
Cases Closed
should equal the
Total number of
PAI case
closures
recorded in the
Case Services
form.

GAR
Submission

GAR main
screen

Staff and PAI
Case Services

Totals

Sum of Staff and
PAI Cases
Services must
not be grater that
100,000.

Action

QGrantee
Level/Service
Area form

Staff
Contacts

All required
fields

All the required

fields on each of
the staff contacts
must be provided

Required
fields on staff
contacts:
First Name
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to proceed with
GAR
submission.

Last Name
Email
Phone
Key Staff
Designation
Role
Birth Year
Gender
Race /
Ethnicity
Language
Attorney
Annual
Salary
Hours Per
Week
Annual Other
Compensation
Start Date
Years
Experience -
Grantee
Years
Experience -
Job
Years
Experience -
Professional
Staff Contact
Status

301



OCE Self-Inspection and Ongoing Compliance Oversight Validation Errors
Error Codes and Corrections
Self-Inspection Certification and Summary Form

Self-Inspection section:

+ The number of cases reviewed in the representative sample of the total number of cases being reported to LSC must be between 75 and 300. X

o During the editing of this section, respondents will encounter the above message
if the response to question one (1) is either 74 or below or 301 or above.
o To resolve, enter a number between 75 and 300.

+ The number of cases sampled in which one or more errors were noted must be smaller than the number entered in item #1 and may be 0 X

o During the editing of this section, respondents will encounter the above message
if the number entered in response to question two (2) is larger than the number
entered in response to question one.

Self-Inspection Summary section:

© Required Field Missing X

o During the editing of this table, respondents will encounter the above message if it
is missing responses.
o To resolve, locate the table cell missing a response, fill in the response, and press
the Save button.
o NOTE that each row must have responses in both the Number of Cases
with Error and Corrective Action (Yes/No) columns.
o If'there are no cases to report for the row, enter a zero (0) in the Number
of Cases with Error column; if no corrective actions were taken, select
“No” from the dropdown.

+ Selt-Inspection Summary - Please provide responses for all rows. X

o During form validation, respondents will encounter the above message if the Self-
Inspection Summary table is missing data or responses.

o Toresolve, click on the Edit button in the top right and add the missing data to the
table.

0 Number of cases with each individual type of error should not be larger than the total number of cases sampled in which one or more errors were noted (as ¥
reported above), or should not be negative.
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o During the editing of this table, respondents will encounter the above message if a
response in the column Number of Cases with Errors includes a negative number
or a number that is more than the response to question one in the Self-Inspection
section of the form.

Ongoing Compliance Oversight Form

» Corrective Actions Taken is required to save, if Errors Identified is yes. X

o During the editing of individual rows, respondents will encounter the above
message if “Yes” is selected in the Errors Identified column and no response was
entered o chosen in the Corrective Actions Taken column.

o To resolve, open the record and select the appropriate response/s from the options
provided under the Corrective Actions Taken header. Alternatively, if no errors
were identified, respondent should then open the record using the Edit icon and
select “No” from the dropdown.

« If Other is selected, please provide a brief narrative in the provided box. X

o During the editing of individual rows, respondents will encounter the above
message if “Other” is selected in the Corrective Actions Taken column and no
text was entered into the “If you have selected ‘Other’ for Corrective Actions
Taken, please elaborate:” box.

o To resolve, open the record and either enter text into the “If you have selected
‘Other’...” box or uncheck the “Other” box under Corrective Actions Taken.

« Ongoing Compliance Oversight Form Summary - Please provide responses for all rows.

o During form validation, respondents will encounter the above message if
responses have not been entered into at least the Errors Identified column.

o To resolve, respondents should locate the row/s with missing responses, click on
the Edit icon, and provide a response from the options provided.
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