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PROCEDURES TO OPEN GRANT AWARD

The following grant award documents must be submitted to the Kansas Governor’s Grants Program
(KGGP) before the grant award is considered open.

Grant Assurances

The signed Grant Assurances must be received by the KGGP no later than August 8. Please note the
Grant Project Number assigned to the grant project and any special conditions that may be included.
The signature of the Authorized Certifying Official is required.

Budget Section (Grant Portal) - Writing a Grant Project Budget Guide

If the grant award is different from the original request, the budget section of the Grant Portal must be
revised and submitted after the signed Grant Assurances are submitted, but no later than August 15.
See Appendix A for instructions to submit a revised budget in the Grant Portal.

Revised Grant Project Objectives (Grant Portal)

If the grant award is different from the original request and if the Subgrantee deems it is necessary, the
grant project objectives also may be revised in accordance with the level of funding received and
uploaded as an attachment in the Grant Portal.

GRANT REPORTING INFORMATION

The following policies apply to all grant reporting requirements set forth by the KGGP.

Grant Portal Access

Subgrantees are required to have a Grant Portal Access policy. This policy must include security
measures to manage accessibility and password maintenance among staff required to have Grant Portal
access for meeting reporting and other requirements.

Late/Incomplete Reports

Subgrantees submitting a late, incorrect, or incomplete report will not receive a payment until the
scheduled payment for the next reporting period. Complete and correct reports must be received by
11:59 p.m. on the date they are due. If the due date falls on a Saturday, Sunday, or state holiday reports
may be submitted by 11:59 p.m. the next business day following the due date.

Subgrantee and Staff Changes

The Subgrantee shall continue to maintain the “Agency Staff and Title Change Form™ Excel document
and update the document as required. The instructional training video can be accessed using this link,
recorded training video. To report KGGP grant-funded staff and title changes, the updated “Agency Staff
and Title Change Form” Excel document must be emailed to kggp@ks.gov within 10 days of any
changes.

The KGGP must be notified in writing within 10 days of the change if the Subgrantee has changes in the
primary contact, mail/email address, or phone/fax numbers. The Subgrantee shall make the applicable
updates to the General Information page of the Grant Portal, upload a letter of explanation as an
Attachment, and click on Submit Revision.


https://www.grants.ks.gov/home/showpublisheddocument/114/638437748172200000
https://www.grants.ks.gov/home/showpublisheddocument/144/638437794776430000
https://us06web.zoom.us/rec/play/iALY1yUY6u-vhnNcLofSSNEm5KNtM5PFjvntgPw2-AVhh3s0mwYQooOX8VT2Lfh2sqZNHvmFFBaKq8pX.BLIgiqpaRP9INI4P?eagerLoadZvaPages=sidemenu.billing.plan_management&accessLevel=meeting&canPlayFromShare=true&from=recording_mg&startTime=1657652449000&componentName=rec-play&originRequestUrl=https%3A%2F%2Fus06web.zoom.us%2Frec%2Fshare%2FIU5KzyaIGgBJ0moknNwBMLWKjcdalIdZuYaVtyddFWpFuH-bR9-ktFOVDVE8MI2B.QA26zJzDRM-_vD-F%3FstartTime%3D1657652449000.
mailto:kggp@ks.gov

Reporting No Activity/Expenses

In any reporting period where no expenses were incurred or no activity took place, the required reports
must still be filed. If no expenses were incurred, report a zero for the period. If no activity took place
or no services were provided, report zero statistics and state why no activity took place for the period
(see the “Failure to Commence Grant Project” Grant Assurance to ensure full compliance with
requirements).

Period-End Obligations

If the Subgrantee incurs obligations during the grant project reporting period that will be paid in the first
month following the end of the grant project period, the Subgrantee must report those obligations
appropriately in the 4™ quarter Financial Status Report. Upon expenditure for those obligations, the
Subgrantee will submit a “FINAL” Financial Status Report in the Grant Portal reflecting it as “Period
Expenditures” in the first month following the end of the grant project period. The Subgrantee must pay
for obligations within 30 days after the end of the grant project period.

Extensions

A Subgrantee may request in writing an extension to submit a report late. Only under exceptional
circumstances are extensions allowed (e.g. staff changes, medical emergencies). If an extension request
is received on or before the due date of the report, a payment may be issued upon submission of the
report. Staff will contact the Subgrantee to discuss the timeline for the extended report and grant
payment. Extension requests may be emailed to kggp@ks.gov.

GRANT REPORTING FORMS

When completing the reporting forms and when contacting the KGGP, Subgrantees must use the Grant
Project Number provided in the Grant Assurances. The following reports must be completed during the
grant project period. All reports must be received on or before the required dates. Reports received
after the due dates are considered non-compliant. Repeatedly late and/or incorrect reports may
result in the withholding of grant funds until the Subgrantee submits required reports and comes
into compliance.

Financial Status Report (Grant Portal)

Submit this report via the Grant Portal within 10 calendar days after the end of each calendar quarter.
Reported “Period Expenditures” must reflect actual Subgrantee cash outlays only; any accrued expenses
may be reflected in the report as “Obligations.” All reported amounts for each budget category subtotal
must be rounded off to the nearest whole dollar. See Appendix B for instructions to submit a Financial
Status Report (On-line Report) in the Grant Portal.

Grant Project Statistical Report (provided by Kansas CASA Association)

Subgrantees are required to meet the Kansas CASA Association’s reporting dates for the quarterly
Outcomes and Statistical Data Report. This Excel document must be submitted within 10 calendar days
after the end of each calendar quarter by email to statedirector(@kansascasa.org. A copy does not need
to be submitted to the KGGP; the KGGP will coordinate with the Kansas CASA Association to access
outcomes and statistical data as needed.



mailto:statedirector@kansascasa.org

Projection of Final Expenditures (Grant Portal)

Submit this report via the Grant Portal no later than May 31. This report is a projection of the
Subgrantee’s expenditures for the final quarter of the grant project period. See Appendix C for
instructions to submit the Projection of Final Expenditures (Off-line Report) in the Grant Portal.

Grant Project Narrative Report (Grant Portal)
Submit this report via the Grant Portal no later than July 10. See Appendix C for instructions to submit
a Grant Project Narrative Report (Off-line Report) in the Grant Portal.

Equipment Inventory Form (form attached)
This report is completed for purchases of equipment with a unit cost of $10,000 or more and is due 30
days after the date of payment and must be submitted by email to kggp@ks.gov.

GRANT PAYMENTS

Payment Process

Subgrantees must be enrolled in direct deposit with the State of Kansas. If direct deposit is not currently
established with the State of Kansas, or if the Subgrantee has a change in banking information at any
time during the grant project period, contact kggp@ks.gov to request a copy of the proper Authorization
for Electronic Deposit form. Subgrantees should receive grant payments within approximately two
weeks after the due date of the required report(s). All reports received that are complete, correct, and
received by the due date will be eligible for payment, provided funds are available and the Subgrantee
remains in compliance with the grant award requirements. Subgrantees submitting a late, incorrect, or
incomplete report will not receive a payment until the next scheduled payment.

Payments

Subgrantees will receive an advance equal to 50 percent of the grant award. Payment amounts in January
and April will be determined by the to-date expenditures as reported on the quarterly Financial Status
Report to ensure cash on hand does not exceed 25 percent of the total grant award.

Late Fees/Charges

Subgrantees are responsible for paying for grant-funded goods and services in a timely manner. Grant
funds may not be used to pay late fees, finance charges, interest, or any other costs associated with late
or overdue bills. All costs assessed to the Subgrantee for late or overdue bills are the sole responsibility
of the Subgrantee.

BUDGET MANAGEMENT AND REVISION REQUESTS

Subgrantees are expected to follow the grant project budget as approved in the Grant Portal and monitor
spending by line item. While the grant project budget is organized into groups of similar cost types, the
Subgrantee must track costs by the specific line items approved within each budget category. It is
important to understand the distinction between a budget category and a line item.


mailto:kggp@ks.gov

Budget Categories Line Item Examples

e Personnel e Family Advocate (within Personnel)
e Fringe Benefits e FICA (within Fringe Benefits)
e Travel/Training e Health Insurance (within Fringe)

Supplies and Communications Laptops (within Supplies/Communications)

e Facility Costs e Rent (within Facility Costs)

e Equipment e Audit/Accounting (within Contractual)
e Contractual Services e Membership Dues (within Other)

e Other e Direct Victim Assistance (within Other)

The Subgrantee is allowed to reallocate (move) funds between existing approved line items as long as
the total amount moved is no more than 10 percent of the total grant award and the overall scope of
the project does not change.

Example:

If the total grant award is $500,000, the Subgrantee may reallocate up to $50,000 across approved
line items without needing prior approval. If $40,000 has already been moved, the Subgrantee has
$10,000 left to move without asking for a formal budget revision. The Subgrantee shall maintain
and have readily available a clear, up-to-date general ledger showing all grant spending by line
item and matching the amounts reported in the Financial Status Reports.

Before spending funds that exceed approved line-item amounts, it is the Subgrantee’s responsibility to:
Review the Solicitation, Grant Assurances, and Reporting Requirements:

Talk to the assigned Analyst if you are unsure whether a purchase is allowed;

Consider if the budget reallocation will affect the purpose or scope of the grant project; and
Consider if the change affects how this grant award is used as a match for a federal grant award.

When the Subgrantee Must Request a Budget Revision

The Subgrantee must request approval from the KGGP before making any budget changes when:
More than 10 percent of the total grant award amount is being moved between line items;
A new line item is being added;

The change affects the purpose or scope of the grant project; or

The change directly impacts the use of funds as a match to a federal grant award.

The Subgrantee shall make every effort to request budget revisions prior to the effective date of the
proposed changes. An approval of a budget revision, per the circumstances described above, is effective
on the date of the approval message or the date specified in the Subgrantee’s Budget Justification. If a
budget revision request is made after the change has already happened, the Subgrantee must explain why
it was necessary, when the change took effect, and why retroactive approval is needed.

Budget revision requests will not be considered where proposed changes in the affected budget lines are
less than 10 percent of the total grant award amount. No budget revision requests will be accepted after

May 31.




Submitting a Budget Revision Request (Grant Portal)
The Subgrantee shall follow these steps to submit a budget revision request through the Grant Portal.

1. Prepare a Budget Justification - Budget Revision Requests Guide — Write a short justification
on agency letterhead (Word or PDF format) and name the file “[current date] Revision.” This
document should:

e Explain why the budget change is needed and how it fits into the overall approved grant
project;

e C(learly state how much money is being reallocated (moved) between budget line items;

o If cumulatively (in total) more than 10 percent of the total grant award amount is being
moved between existing line items, include the total amount moved so far; and

¢ Include the date and signature of the person authorized to request the budget revision.

Upload this file under the Attachments tab in the Grant Portal.

Reminder: Grant funds cannot be used to reimburse travel-related mileage and meal expenses at
a rate higher than the agency’s approved policy rate or the current federal rates (IRS mileage /
GSA per diem rates), whichever is lower. If the agency reimburses at a higher rate, per agency
policy, the Subgrantee cannot use grant funds administered by the KGGP to make up the
difference. Check current federal rates here.

2. Update the Budget of the Grant Portal - Writing a Grant Project Budget Guide — Go to the
Budget section of the Grant Portal and revise it based on the requested changes. The proposed
budget revision should include the cumulative (total) reallocation of funds made to the grant
project budget since the previous KGGP approval. Make sure all the numbers reflect the
proposed budget revision updates.

3. Once the justification letter is uploaded and the Budget section is updated, go to the Submit tab
and click on “Submit Revision.”

See Appendix A for detailed instructions on submitting a revised budget in the Grant Portal.

Approval/Denial (Grant Portal)

KGGP staff will respond via the Grant Portal Message Center to the Subgrantee’s request within 15
business days. An approval to allow a budget revision is effective as of the date of the approval via the
Grant Portal. If the Subgrantee requests the budget revision to be retroactive or effective on a specific
date, the Subgrantee must make that need clear in the original revision request, as noted above.

EQUIPMENT AND CONTRACTS

Equipment (form attached)

All equipment purchased with grant funds must be included in the Subgrantee’s approved budget prior
to the purchase. Equipment is defined as assets with a useful life of one year or more and a purchase
cost of $10,000 or more per unit. The Subgrantee shall follow its agency written policies and procedures
for purchasing equipment, such as purchasing approval, needs assessment, soliciting bids, etc. For each
equipment purchase, the Subgrantee must submit by email at kggp@ks.gov the following information
within 30 days of the payment date:


https://www.grants.ks.gov/home/showpublisheddocument/470/638568298474700000
https://www.gsa.gov/travel/plan-book/per-diem-rates
https://www.grants.ks.gov/home/showpublisheddocument/114/638437748172200000
mailto:kggp@ks.gov

e Description of the equipment;

e Serial number or other identification number;

e Source of the equipment;

e Identification of who holds the title;

e Acquisition date;

e Cost of the equipment;

e (Cost charged to grant;

e Percentage of grant fund participation in the cost of the equipment;
e Location of the equipment; and

e Use and condition of the equipment.

An Equipment Inventory Form is attached that includes the requirements listed above. The Subgrantee
is responsible for maintaining inventory records that can be reviewed at any time by KGGP staff. In
addition, the Subgrantee is responsible for providing justification as to the need for and use of the
equipment. The amount of time the equipment is used for the grant project must be equal to or more
than the percentage of the purchase cost that was covered by grant project funds. In some instances, this
may require a usage tracking system to be in place.

Procurement of Contractual Services

The Subgrantee shall follow its agency’s written procurement procedures, provided the procurement
conforms to applicable state law. All procurement transactions, whether negotiated or competitively
bid, shall be conducted in a manner that provides maximum open and free competition.

Disposal of Equipment

For disposal of equipment purchased with these or any CAC grant funds, the Subgrantee shall submit a
written request by email to the KGGP Analyst for approval prior to disposition. The request should
include the Grant Project Number the equipment was purchased under, name of equipment, date of
purchase, purchase price, current fair market value, reason for disposal, serial (or other identification)
number, and how the equipment will be disposed (i.e. trash, sold, donated, trade-in, etc.).

The KGGP staff will respond by email to the Subgrantee’s request within 15 business days.

AUDIT REQUIREMENT

For purposes of this State CASA grant program, an agency audit will not be required. However, local CASA
programs are strongly encouraged to follow the conditions of the National CASA Association (NCA)
Standard 6.c regarding independent audits, financial reviews, or compilations. As stated in the NCA
standards, “Audits are recommended at least every three (3) years regardless of annual revenue,” and the
KGGP continues to consider this best practice. These State CASA grant funds can assist with the cost of the
required audit, financial review, or compilation.

CLOSEOUT PROCEDURES

During closeout, KGGP staff evaluates all grant required work performed by the Subgrantee. When all
work is complete and all necessary follow-up action is taken, the grant file is closed. The following
items must be submitted for the grant to be closed.



Projection of Final Expenditures
This report is due by 11:59 p.m., May 31. This report must be completed as accurately as possible to
reflect the anticipated remaining expenses of the grant project.

Grant Project Statistical Report

This report is completed quarterly and submitted to the Kansas CASA Association. Staff verifies the
reports were submitted timely, the Subgrantee collected and reported all relevant data, and the
Subgrantee completed the reports in accordance with the instructions provided by the Kansas CASA
Association.

Grant Project Narrative Report
This report is due by 11:59 p.m., July 10. Staff ensures the report was timely and the Subgrantee
completed the report in accordance with the instructions provided by the KGGP.

Financial Status Report

This report is completed quarterly, with the final Obligations Financial Status Report due by 11:59 p.m.,
August 10. Staff ensures the reports were timely, grant funds were expended in accordance with the
approved budget, and any excess grant funds on hand were returned to the KGGP.

Equipment Inventory Form
This form is completed within 30 days after the date of payment of the equipment purchased with grant

funds. Staff ensures all expenditures made in the equipment budget line have inventory information on
file.

When there are issues preventing the closeout of a grant, the Subgrantee is notified in writing via email
and requested to take corrective action. After all the criteria have been satisfied, the grant file is closed,
and a closeout notice is sent to the Subgrantee via the Grant Portal Message Center.



CASA
FY 2026

KANSAS GOVERNOR'S GRANTS PROGRAM
LANDON STATE OFFICE BLDG, ROOM 304N, 900 SW JACKSON, TOPEKA, KS 66612

PROJECTION OF FINAL EXPENDITURES
DUE MAY 31, 2026

Name of Subgrantee Organization:

Grant Project Number:

Name of Individual Completing Form:

Phone Number:

Email Address:

1. Grant Award Amount:

2. Expenditures Reported First Three Quarters:

3. Projected Fourth Quarter Expenditures:  +

4. Total Expenditures: =

5. Funds Remaining: (line 1 minus line 4)

Please provide the most accurate information possible. The Subgrantee will not be held to these
figures if actual fourth quarter expenditures exceed projections, nor will the Subgrantee be penalized
in subsequent years if projections reflect funds remaining at the completion of the grant project
period. However, major discrepancies between projected and actual 4th quarter expenditures will
raise concerns regarding the Subgrantee's grant management and budget practices. If the
Subgrantee has submitted a budget revision request prior to the May 31st deadline, the pending
revision request should be taken into consideration when completing this form.

Entered by the Kansas Governor's Grants Program: Date:
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FY 2026

KANSAS GOVERNOR'S GRANTS PROGRAM
LANDON STATE OFFICE BLDG, 900 SW JACKSON, ROOM 304 N, TOPEKA, KS 66612

GRANT PROJECT NARRATIVE REPORT
Due JULY 10, 2026

The information provided on this report is used to review progress on the CASA-funded grant project.

Name of Subgrantee Organization:

Grant Project Number:

Grant Award Amount:
Grant Project Reporting Period: From: 7/1/2025 To: 6/30/2026

Name of Individual Completing Form:

Phone Number :
Email Address :

1. Provide the number of new children served by the Subgrantee in this reporting period: children

A WORD DOCUMENT WITH THE NARRATIVE REPSONSES MAY BE UPLOADED IN THE GRANT PORTAL TO
ACCOMPANY THIS REPORT FORM.

2. Describe the activities accomplished and results achieved with these grant project funds.

3. Describe any challenges that occurred during the grant project period.

4. Share a story and/or attach anecdotal information (do not compromise client confidentiality) about how the services
funded as a result of this grant project helped a child achieve a positive result.

Approved by Kansas Governor's Grants Program: Date:
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FY 2026

KANSAS GOVERNOR'S GRANTS PROGRAM
LANDON STATE OFFICE BLDG, Room 304N, 900 SW JACKSON, TOPEKA, KS 66612

EQUIPMENT INVENTORY FORM
DUE WITHIN 30 DAYS OF PAYMENT DATE

Subgrantees are required to fill out this form if equipment is purchased with any grant funds. Any equipment purchase
must be approved as part of the grant award. The definition of equipment is assets with a useful life of one year or more
and a cost of $10,000 or more per unit. The Subgrantee shall follow its agency written policies and procedures for
purchasing equipment, such as purchasing approval, needs assessment, soliciting bids, etc. This form must be
submitted within 30 days of payment by email to kggp@ks.gov. A copy should also be retained in the Subgrantee's
grant file.

Name of Subgrantee Organization:

Grant Project Number:

Name and Phone Number of individual Completing Form:

Description of Equipment:

Quantity Purchased:

Serial (or other identification) Number:

Source of the Equipment:

Identification of Who Holds the Title:

Acquisition Date: Paid Date:

Cost of the Equipment: Cost Charged to Grant:

Percentage of Cost Paid for with State Grant Funds:

Location of Equipment:

New/Used (circle one) Equipment on Date of Purchase. If used, Condition of Equipment:

The Subgrantee agrees that equipment purchased through this grant project will continue to be used for the purpose
it was purchased for as long as needed, whether or not the grant project continues to be supported by this grant
program. Further, the Subgrantee assures that services provided which utilize the equipment purchased by this
grant project will continue to be reported to the Kansas Governor's Grants Program annually for as long as the
equipment is used.

If you have any questions, please do not hesitate to contact this office at (785) 291-3205.

Entered by the Kansas Governor's Grants Program: Date:




APPENDIX A

CREATING A BUDGET REVISION REQUEST

Any modifications to the Subgrantee’s budget must first be approved by the Kansas Governor’s
Grants Program. Budget revision requests must be submitted through the Grant Portal. Below is

the Grant Portal home page. It is located at https://www.kansas.gov/grants/index.do.

f

Kansas.gov: The Official Web site of the State of Kansas

KRS

Governor's Grants Program
Grant Portal

E-mail address:

Password:

forgot password

Site Navigation
Grant Fortal
Home

Contact Us

Program home page
=< Kansas Web site

<< Governor's Grants

Introduction

Governor's Grants Program

"C rcan’r.:,rg SAFE Communities"

The Governor's Grants Program administers funds to organizations that aim to
enhance the criminal justice system, improve public safety, support crime victim
services and drug and viclence prevention programs, State and local units of
gowvernment, non-profits, community and faith-based organizations throughout the
state are eligible to apply for and receive grant funds. The Gowvernor's Grants Program
provides the staffing and day-to-day management of these grant programs.

Learn more about the Governor's Grants Program.

The user will enter their assigned e-mail address and password in the fields provided on the left
side of the page, and click on ‘Log in.’

My Account
Home

Change E-mail
Change Password
Log Out

Site Mavigation
Grant Portal
Home

Contact Us

<< GOvernor's Grants
Program home page
<< Kansas Web site

My Grant Portal - Welcome Jill Stewart

Welcome to the Governor's Grants Program web based portal, In a continuing effort to
improve services, this user account offers access to grant management. From this
haome page, the user can access the message center to view and create
correspondence with the Governor's Grants Program, prepare and submit grant
applications, and manage reporting requirements,

Messages Current

Search archived

Message Inbox

E You have 0 new messages,

The user’s Grant Portal home page is displayed. To access an approved grant award, click on the
‘Current’ tab in the middle of the screen.


https://www.kansas.gov/grants/index.do

EREIE D

change E-mail Welcome to the Gowernor's Grants Program web based portal. In a continuing effort to
Change Password improve services, this user account offers access to grant management. From this
Log out home page, the user can access the message center to view and create

correspondence with the Governor's Grants Program, prepare and submit grant
applications, and manage reporting requirements.,

Site MNavigation

5rant Portal
Home Messages Search Current Archived

Contact Us

My Current Grants

<< [3overnor's Grants
Program home page
<< Kansas Web site

Project Number Grant Name Status Action Messages

SAMPLE-2WARD  Sample Grant Approved Manage | Withdraw

A list of grants awarded to the user’s agency is provided. Find the grant project number for the
budget to be revised and click on ‘Manage.’

Note: If any prior actions taken on this grant are pending or if the Grant Assurances have not
been received by the Kansas Governor’s Grants Program, the user will see the word ‘View’
instead of ‘Manage.” In this case, a budget revision request cannot be submitted until the
pending issue(s) is resolved.

HEINdIISADS rant rFortai 5

Project Number SAMPLE-AWARD

My Account
Home
Change E-mail General Infa. || Budget | Attachments Fepatts Subrrit

Change Password

Log Qut
General Information Confirmation

Use the tabs above to navigate through the application process.
Site Navigation
Grant Portal
Home

Contact Us

& Congratulations, the General Information section of this grant application
has been successfully completed. Continue to another section by selecting one
of the tabs abowve.

If this was the last section that needed to be completed for this application,
please move directly to the Submit tab. If for any reason the information in this
section needs modified, this can be done in the Subrmit tab,

<< [3overnor's Grants
Program home page
<< Kansas Weh site

[ Edit General Infarmation ]

The user will see the General Information Confirmation page for the grant project number
selected. To begin the budget revision request, click on the ‘Budget’ tab.



ik ansas Grant Portal ~ 2

Project Number SAMPLE-AWARD

My Account
Home
Change E-mail General Info, Budget Attachments Reports Subrit
Change Password Personnel ¢ Benefits © Travel ¢ Supplies © Fadlity © Eguipment @ Contractual @+ Other © Summary
Log Qut
Budget
Use the tabs above to navigate through the application process. To complete the budget
Site Navigation section select each of the underlined areas abowve within this tab.
Grant Portal
Home
Contact Us

<< GOVErnor's Grants
Program home page
=< Kansas Web site

The user is brought to the Budget screen that displays each of the budget categories just below
the ‘Budget’ tab. Click on the budget categories that require an adjustment. For purposes of this
example, a line item in Personnel will be revised. Click on the ‘Personnel’ link.

Wil S EL N YEL.Y T AT T T reas "A
Project Number SAMPLE-AWARD
My Account
Home
Change E-mail General Info. Budget Attachments Rieports Subrrit
Change Password Personnel © Benefits © Travel ¢ Supplies © Facility © Eguipment @ Confractual @+ ©ther © Summary
Log Qut

Budget: Personnel

Use the tabs above to navigate through the application process.
Site Navigation
Grant Portal

Home Ay Incomplete areas must be modified Yo contain & dollar amount. I there s no dollar amount
Contact Us for an arez anter $0.
Position Status | Dollar Amount

<< Governor's Grants Pl
Program home page Coordinator

<< Kansas Web site
Add Personnel

Existing £35,000 Modify | Delete

Personnel Total:

$£35,000

Each of the line items in the Personnel budget category is displayed. Find the line item to be
revised and click on ‘Modify’ on the right-hand side of the screen.



Lt i

Site Navigation
Grant Fortal
Home

Contact LUs

<< Governor's Grants
Pragram home page
<< Kansas Web site

» Title:

» Position
Status:

» Dollar Amount:

P Description:

Continue J [ Cancel ]

Budget: Add Personnel

P Indicates required information

Project Coordinator

Existing v

32pon

32,000 annual
salary = 100%

Use the tabs abowe to navigate through the application process,

Enter whole numbers only
(M2 syrnbals, commas or
decimal points). Far
example, $50,000,00
should be entered as
50000, If this fisld iz net

applicable, please enter 0.

Frovide a brief narrative
explanation of the
calculations conducted to
determine the daollar
armount, Mot required if
dollar amount iz 0, Max
characters = 200,

The user is able to edit the fields related to the selected line item. Be sure that the Description
field and related calculations are appropriately revised as well as the Dollar Amount. When the
changes are complete, click on ‘Continue’ at the bottom of the screen.

My Account
Home

Change E-mail
Change Password
Log Qut

Site Navigation
Grant Fortal
Home

Contact Us

<< Governor's Grants
Program home page
<< Kansas Web site

BT S Nes g et iej

AT

L =

Project Number SAMPLE-AWARD

General Infa, Budget atkachments

Personnel © Benefits © Trawvel

Reporks Subrnit
Supplies ¢ Fadlity © Egquipment © Contractual - Other © Summary

Budget: Personnel Verification

Use the tabs above to navigate through the application process.

P Indicates required information

Title:
Position Status:
Dollar Amount:

Description:

Continue I [ Modifyl

Project Coordinator
Existing

$32,000

%32,000 annual salary x 100%

A verification screen now appears. Review each of the fields for accuracy. If additional changes

must be made, click on ‘Modify’ and the user is returned to the edit screen.

correct, click on ‘Continue’ at the bottom of the screen.

iv

If the page is



Project Number SAMPLE-AWARD

My Account

Home

Change E-mail M Attachments Reports Submit

Change Password Personnel | Benefits © Travel = Supplies © Faclity @ Eguipment | Conbractual @ Gther © Summary
Log Out

Budget: Personnel

Use the tabs above to navigate through the application process,
Site MNavigation
Grant Portal

Horme Any Incompleta areas rust be modified to contain 3 dollar amount. If thara iz ne dollar amount for
Contact Us an area enter 0.
Position Status__| Dallar Amount

<< Governor's Grants pmJ9¢
Program home page Coordinator

=< Kansas Web site
Add Personnel

Existing £32,000 Modify | Delete

Personnel Total:

+32,000

The user should progress through the pertinent line items that need to be revised, repeating the
steps outlined above. After all of the revised amounts are updated, click on the ‘Summary’ link
that is below the ‘Budget’ tab at the far right-hand side of the screen.

s

change E-mail General Infa, Budget Attachrents Raports Subrnit A
Change Passward Persannel EBenefits Travel Supplies Facility Equiprnent Contractual Other Summary
Log Ot
Budget: Summary
Use the tabs above to navigate through the application process,
Site Navigation
Grant Partal Horme The following areas of this section have been successfully completed, To subrmit the
Contact Us application for review each section must be completed, A completed section is indicated by a
icon, An incomplete section is indicated by a 0 icon,
<« Governor’s Grants
Program home page Status Budget Area Action Dollar Amount
<< kKansas Web site ;
@ Parsonnel Madify $2z2,000
G Fringe Bensfits Modify $2,061
G Trawel/Training Modify $z2,820
G Supplies/Comrunications Modify 4,100
G Facility Madify 0
G Equiprnent Modify 1,000
G Contractual Services Madify $0
G Tther Madify $0
Grand Total: $45,081
Grant Award (exclusive of match): $4g8,981
W

A Budget: Summary is displayed for the user to verify that the total budget reconciles with the
Grant Award amount. If the two figures at the bottom of the screen do not reconcile, further line
item revisions are required.



If the two figures do reconcile, the next step in the budget revision process is to create a
justification document. This document must be created by the user as a Word document and
saved in the user’s computer files. For budget revisions, the filename must be “[current date]
Revision.”

When the justification document is prepared, the user will click on the ‘Attachments’ tab at the
top of the screen.

FadNdIIdNADd wrant rorral .

Project Number SAMPLE-AWARD

My Account
Horme
Change E-rmail General Info. Budget Attachments Reports Submit
Change Password
Log Out

Attachment Confirmation

Use the tabs above to navigate through the application process,
Site Navigation
Grant Portal
Home

Contact Us

Y The minimum number of attachments required for this grant application have
been uploaded. More attachments may be added by selecting the link below. If
there are not any additional attachments, continue to another section by
selecting one of the tabs above.

<< Governor's Grants
Program home page
<< Kansas Web site

If this was the last section that needed to be completed for this application,
please move directly to the Submit tab. If for any reason the information in this
section needs modified, this can be done in the Subrmit tab,

Add Attachment

The system will display the Attachment Confirmation page. Click on the ‘Add Attachment’
button at the bottom of the screen.
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Project Number SAMPLE-AWARD

My Account
Horme
Change E-rmail General Info. Budget Attachments Reports Submit
Change Password
Log Out

Attachments

Use the tabs above to navigate through the application process,
Site MNavigation

Erant Portal To complete this section of the grant application upload at least O files,
Qe

Contact Us
Files associated with this grant.

<< GOvernor's Grants
Program home page
<< Kansas Web site

Attached Files

[ Title | Req__ Done | Type | Nome L action_|

I Add Attachment ‘

The system will now display a list of any files previously added as an attachment. (In this
example, there are no files already attached.) Click on the ‘Add Attachment’ button at the
bottom of the screen.

FadNdIIdNAD wrant rorral A

Project Number SAMPLE-AWARD

My Account
Horme
Change E-mail General Info, Budget Attachments Reports Subrmit
Change Password
Log Out

Attachments: Add File

Use the tabs above to navigate through the application process,
Site Navigation

Grant Portal Select the Browse button ta locate a file to be uploaded. Comments, which will
Home only be wisible to the grant applicant, may be added to the file being uploaded.
Contact Us

Upload: Browse...

<< GOvernor's Grants
Program home page

: Comments:
=< Kansas Web site

Sawve Cancel

Click on the ‘Browse’ button to find the file that will be attached to the budget revision request.
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Choose file @E| nks > | &

A=Y Documets ~| & & E-
- | | Corel User Files
hﬁ My Data Sources
iy Recent )My eBooks
Documents dMY Music Submit

@ ,ﬂ My Pickures
|0 QPPriv
Desktop [ WehEx
; - Budget Detail Workshest.wpd
r,./- spider.sav
My Documents

. Comments, which will
- the file being uploaded.

'}

o
My Computer
S
My Network  File name: | ﬂ \ﬂl
Flaces

Files of type: |AII Files [%.] j Cancel

d

The system displays the ‘Choose file’ page that will allow the user to look for and select the file
to be attached. The user clicks on the file to be attached so that it is highlighted, and then clicks
on ‘Open’ (or can double-click on the file name).

FadNdIIdNAD wrant rorral A

Project Number SAMPLE-AWARD

My Account
Horme
Change E-mail General Info, Budget Attachments Reports Subrmit
Change Password
Log Out

Attachments: Add File

Use the tabs above to navigate through the application process,
Site Navigation

Grant Portal Select the Browse button ta locate a file to be uploaded. Comments, which will

Home only be wisible to the grant applicant, may be added to the file being uploaded.
Contact Us

Upload: |ions\Budget Revision [c
<< Governor's Grants
Program home page

: Comments:
=< Kansas Web site

Sawve Cancel

The system displays the Attachments: Add File screen again, with the selected file in the Upload
field. Verify the filename is correct and click on the ‘Save’ button at the bottom of the screen.
(If the user clicks on ‘Cancel,’” the display will return to the Attachments summary page.)
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e ™

Project Number SAMPLE-AWARD

My Account
Horme
Change E-mail General Info. Budget: Aktachrnents Reports Submit
Change Password
Log Out

Attachments: File Information

Use the tabs above to navigate through the application process,
Site Navigation
Srant Portal .
Home Type: ]
contact Us MName: Budget Revision [current date].doc

Date added: 2007-12-19 15:15

<= Governor's Grants Size: 10KE
Program home page
== Kansas Web =ite Comments:

Continue

A verification page will display with the filename, date added, and size. If the information is
correct, click on the ‘Continue’ button at the bottom of the screen.

Lo, Governor's Grants Program
KaAnsas Grant Portal

Project Number SAMPLE-AWARD

My Account
Harme
Change E-mail Genetal Info, Eudget Attachrnents Repofts Subrnit
Change Password
Log Cut

Attachment Confirmation
Use the tabs above to navigate through the application process,
Site Navigation

rant Portal Homne 0 The minimum number of attachments required for this grant application have been

Contact Us uploaded, Mare asttachrments may be added by selecting the link below, If there are not any
additional attachments, continue to another section by selecting one of the tabs above.
<< Governor's Grants If this was the last section that needed to be completed for this application, please move )
Program hame page directly to the Submit tab, If for any reason the information in this section needs modified, this
<=« Kansas Web site can be done in the Submit tab,

Add Attachment

The user is taken back to the Attachment Confirmation page. (To see the file just attached, click
on ‘Add Attachment’ again to view the list of all attached documents.)



FAdNdIIdNADd wrant rorral .

Project Number SAMPLE-AWARD

My Account
Home
Change E-mail General Infa. Budget Attachments Reports M
Change Password
Log Out

Submit Application for Review

Use the tabs above to navigate through the application process,
Site Navigation

Grant Portal The fallowing sections of this application have been successfully completed, To
Home submit the application for review each section must be completed. & completed
tontact Us section is indicated by a V) icon. &n incomplete section is indicated by a 0
icon.

== Governor's Grants
Program home page Status Application Section
<< Kansas Web site

@ General Information Modify
& Budget Modify
G Attachments Modify

After the application has been successfully submitted, the information can
no longer be edited, but can be viewed.

[ Submit Rewvision ]

The budget changes have been entered and the justification letter has been uploaded as an
attachment. Click on the ‘Submit’ tab at the top right-hand side of the screen. The Submit for
Review page is displayed. Verify that there is a complete status next to each of the sections. If
all sections are complete, click on the ‘Submit Revision’ button at the bottom of the screen.

Kansas.gov: The Official Web site of the State of Kansas

... Governor's Grants Program
Kansas Grant Portal

Project Number SAMPLE-AWARD

My Account
Haorme
Change E-mail General Infa. Budget Attachments Reports M
Change Password
Log Qut

Application Submitted Successfully

Use the tabs above to navigate through the application process,
Site Navigation
Srant Portal
Home

Contact Us

6 The submission was successful.

<< Governor's Grants
Program home page
<< Kansas Web site

The system will display a message confirming that the revision was successfully submitted.



APPENDIX B

SUBMITTING AN ONLINE FINANCIAL STATUS REPORT

Financial Status Reports must be submitted through the Grant Portal. Below is the Grant Portal
home page. It is located at https://www.kansas.gov/grants/index.do.

£

E-mail address:

Password:

forgot password

Kansas.gov: The Official Web site of the State of Kansas

FEKANsaEs

Site MNavigation
Grant Portal
Horme

Contact Us

Program horme page
<< Kansas Weh site

<< [GOWernor's Grants

Governor's Grants Program
Grant Portal

Introduction

Governor's Grants Program

" mm'?.y SAFE Communities"

The Governor's Grants Program administers funds to organizations that aim to
enhance the criminal justice system, improve public safety, support crime victim
services and drug and viclence prevention programs. State and local units of
government, non-profits, community and faith-based organizations throughout the
state are eligible to apply for and receive grant funds. The Governor's Grants Program
provides the staffing and day-to-day management of these grant programs.,

Learn more about the Governor's Grants Program.

The user will enter their assigned e-mail address and password in the fields provided on the left
side of the page, and click on ‘Log in.’

My Account
Horme

Change E-mail
Change Password
Log Qut

Site Navigation
Grant Portal
Home

Contact Us

<< Governor's Grants
Program home page
<< Kansas Web site

My Grant Portal - Welcome Jill Stewart

Welcome to the Governor's Grants Program web based portal, In a continuing effort to
improve services, this user account offers access to grant management, From this
home page, the user can access the message center to view and create
correspondence with the Governor's Grants Program, prepare and submit grant
applications, and manage reporting requirements.,

Search Archived

Messages Current

Message Inbox

x| ou have 0 new messages.

The user’s Grant Portal home page is displayed. To access an approved grant award, click on the
‘Current’ tab in the middle of the screen.

Xi


https://www.kansas.gov/grants/index.do

EREIE D

Change E-mail

Welcome to the Gowernor's Grants Program web based portal. In a continuing effort to
improve services, this user account offers access to grant management. From this
home page, the user can access the message center to view and create
correspondence with the Governor's Grants Program, prepare and submit grant
applications, and manage reporting requirements.,

Change Password
Log Out

Site MNavigation
Grant Portal
Home

Contact Us

Messages Search Archived

Current

My Current Grants

<< [3overnor's Grants
Program home page
<< Kansas Web site

Status Action

Project Number Grant Name

Messages

SAMPLE-2WARD  Sample Grant Approved Manage | Withdraw

A list of grants awarded to the user’s agency is provided. Find the grant project number for the
budget to be revised and click on ‘Manage.’

Note: If any prior actions taken on this grant award are pending or if the Grant Assurances have
not been received by the Kansas Governor’s Grants Program, the user will see the word ‘View’
instead of ‘Manage.” Reporting requirements may be submitted at any time, whether the grant is
in a ‘Manage’ or ‘View’ status.

Project Number SAMPLE-AWARD

My Account

Horme

Change E-mail General Info. Budget Attachments Reports Submit
Change Fassword

Log Qut

General Information Confirmation

Use the tabs abowe to navigate through the application process,
Site Navigation
Grant Fortal

Horme
Contact s

<< Governor's Grants
Prograrm home page
<< Kansas Web site

/) Congratulations, the General Information section of this grant application has
been successfully completed. Continue to another section by selecting one of
the tabs above,

If this was the last section that needed to be completed for this application,
please move directly to the Submit tab. If for any reason the information in this
section needs modified, this can be done in the Submit tab.

[ Edit General Infarmatian ]

The user will see the General Information Confirmation page for the grant project number
selected. To submit a Financial Status Report, click on the ‘Reports’ tab.
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Project Number SAMPLE-AWARD
My Account

Home
Change E-mail General Info, Budget attachments Reports Subrnit
Change Fassword
Log Qut

Reports: Select a Report
Online Reports

Site Navigation

Grant Portal . , Date .
Report Period Due Date Stat . Acti

Home ere ue e SUh""ttEd eron

Contact Us
December December
- 1-31, 01/30/2008 Complete
2007
<< GOvernor's Grants
Program home page Final
<< Kansas Web site Expenditures Year 1z2/30/2008 Due Complete
Offline Reports Z

- -

The user is brought to the Reports screen that displays each of the pending Financial Status
Reports under the ‘Online Reports’ heading. Find the appropriate Report that must be completed
and click on ‘Complete’ under the Action column.

Financial Status Report - Sample Grant December 1-31, 2007

Period To Date

Period Fund
E:“:nd Expend. Expend. Obligations R::t:inin

Budget Category e (MNon- (Men- (Total d
(Federal ) (Total
Funds) Federal Federal Match Project) Project)

Funds) Funds)
A, Perzonnel Expenditures 32000 0 i} i} i} 0 32000
E. Fringe Benefit Expenditures 9061 0 i} i} i} 0 2061

<, Travel/Training

2820 u} u} 2820
Enpenditures U 0 0

[ Supplies and
Communications 4100 0 0 0 0 0 4100
Expenditures

E. Facility Cost Expenditures a 0 1] a a 0 u]

F. Equipment Expenditures iooo 0 1] u] u] 0 iooo
<} Cc-nt.ractual Services 0 0 i 0 0 0 0
Enpenditures

H. Cther Expenditures a 0 1] a a 0 u]

I, Total Expenditures 48951 u] u} u] u] u] 48951

The user is brought to Financial Status Report screen in which the period expenditures for the
grant project are to be entered. The Approved Budget column will display the current approved
budget category amounts. Any pending revisions will not be reflected until they are approved by
the Kansas Governor’s Grants Program. The user enters each of the Period Expenditures
incurred by the grant project during the reporting period, for both federal funds and non-federal
match funds if applicable. Period Expenditures must include only cash outlays; any obligations
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incurred during the reporting period but not yet paid are to be reflected in the Obligations
column.

RRE AN RRNRR RN R EN] by S 1uu LUl e [y Sy} L=l e} L o E=l=JNYE}

- ~
Enpenditures
E. Facility Cost Expenditures u] 0 1] u] u] 0 u]
F. Equipment Expenditures tann 7R0 250 750 250 0 i}
5, Cont_ractual Services 0 i i 0 0 i 0
Expenditures
H. Other Expenditures u] 0 1] u] u] 0 u]
I. Total Expenditures 48921 2900 1z00 2900 1z00 1725 42056

Update Mumbers J [ Feset Fields

Notes [optional)l:
To Date Expenditures
Federal Funds: 53,900 Victim Services
MNon-Federal Match: 51,300 Victim Services
[ Save Report ] [ Exit Report ] [ Submit Report ] 2

After the expenditures are entered, the user will click on the ‘Update Numbers’ button to update
the totals down columns and across rows. If the data does not appear correct and the user wishes
to start over, click on ‘Reset Fields.” If the data does appear correct, complete any Notes that are
relevant to the report. When complete, click on the ‘Save Report’ button. The user will
complete a final review of the data and when ready, click on ‘Submit Report.’

Project Number SAMPLE-AWARD
My Account

Home ’—|
el | g . 1a
Change E-mail

Change Password

Log ot

Reports: Select a Report
Online Reports

- " - Dat
Slte NaUIgath m
Grant Portal Home Submithe

Contackt Us December 1-31,

Cecember FSR 2007 01/320/2008 Submitted oif09fz008 Yiew
Final ; Yaar 12/30/2008 Due Camplete
<< Gowvernotr's Grants Expenditures

Program home page
<= Kansas Web site

Offline Reports

Date Submitied_| Action

After the report is submitted, the user will be brought back to the Reports screen. The Status
column now displays a ‘Submitted’ status and the Date Submitted is shown. The Action column

Xiv



now displays ‘View’ to allow the user access to see the report, but no edits can be made. The
Financial Status Report is now successfully submitted and the user may log out.
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APPENDIX C

SUBMITTING AN OFF-LINE REPORT
Refer to the Reporting Requirements for a list of off-line reports to be submitted through the

Grant  Portal.

Below is the Grant Portal home located at

page,

https://www.kansas.gov/grants/index.do.

o

E-mail address:

Password:

forgot password

Kansas.gov: The Official Web site of the State of Kansas

FEKANsaEs

Site MNavigation
Grant Portal
Horme

Contact Us

Program horme page
<< Kansas Weh site

<< [GOWernor's Grants

Governor's Grants Program
Grant Portal

Introduction

Governor's Grants Program

" mm'?.y SAFE Communities"

The Governor's Grants Program administers funds to organizations that aim to
enhance the criminal justice system, improve public safety, support crime victim
services and drug and viclence prevention programs. State and local units of
government, non-profits, community and faith-based organizations throughout the
state are eligible to apply for and receive grant funds. The Governor's Grants Program
provides the staffing and day-to-day management of these grant programs.,

Learn more about the Governor's Grants Program.

The user will enter their assigned e-mail address and password in the fields provided on the left
side of the page, and click on ‘Log in.’

My Account
Horme

Change E-mail
Change Password
Log Qut

Site Navigation
Grant Portal
Home

Contact Us

<< Governor's Grants
Program home page
<< Kansas Web site

My Grant Portal - Welcome Jill Stewart

Welcome to the Governor's Grants Program web based portal, In a continuing effort to
improve services, this user account offers access to grant management, From this
home page, the user can access the message center to view and create
correspondence with the Governor's Grants Program, prepare and submit grant
applications, and manage reporting requirements.,

Messages Current

Search Archived

Message Inbox

x| ou have 0 new messages.

The user’s Grant Portal home page is displayed. To access an approved grant award, click on the
‘Current’ tab in the middle of the screen.
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https://www.kansas.gov/grants/index.do

EREIE D

change E-mail Welcome to the Gowernor's Grants Program web based portal. In a continuing effort to
Change Password improve services, this user account offers access to grant management. From this
Log out home page, the user can access the message center to view and create

correspondence with the Governor's Grants Program, prepare and submit grant
applications, and manage reporting requirements.,

Site MNavigation
Grant Portal
Home

Contact Us

Messages Search Archived

Current

My Current Grants

<< [3overnor's Grants
Program home page
<< Kansas Web site

Status Action

Project Number Grant Name

Messages

SAMPLE-2WARD  Sample Grant Approved Manage | Withdraw

A list of grants awarded to the user’s agency is provided. Find the grant project number for the
budget to be revised and click on ‘Manage.’

Note: If any prior actions taken on this grant are pending or if the Grant Assurances have not
been received by the Kansas Governor’s Grants Program, the user will see the word ‘View’
instead of ‘Manage.” Reporting requirements may be submitted at any time, whether the grant is
in a ‘Manage’ or ‘View’ status.

Project Number SAMPLE-AWARD

My Account

Horme

Change E-mail General Info. Budget Attachments Reports Submit
Change Fassword

Log Qut

General Information Confirmation

Use the tabs abowe to navigate through the application process,
Site Navigation
Grant Fortal

Horme
Contact s

<< Governor's Grants
Prograrm home page
<< Kansas Web site

/) Congratulations, the General Information section of this grant application has
been successfully completed. Continue to another section by selecting one of
the tabs above,

If this was the last section that needed to be completed for this application,
please move directly to the Submit tab. If for any reason the information in this
section needs modified, this can be done in the Submit tab.

[ Edit General Infarmatian ]

The user will see the General Information Confirmation page for the grant project number
selected. To submit an off-line report, click on the ‘Reports’ tab.
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Project Number SAMPLE-AWARD s
My Account

Hore ’—I
emeral - - -
Change E-rnail

Change Pazssword
Laog Cut

Reports: Select a Report
Online Reports

- - - Dat
Slte NaUIgath mm
Grant Portal Horme Submitted

Application Partal -
Instructions Decermber FSR 2;;*{“"*” #L 0173072008 Approved 0272672008 Revize
Contackt Us
January FSR Jan, 1 - 31, z00% ozfze/z008 Submitted 0zf26/z008 View
Final Year 12/30/2008  Due Complete

Expendituras
<< Governot's Grants 4

Pragrarn home page
<< Kanzas Web zite

Offline Reports

R ) Date
SUbn‘ittEd m

1zt Qry October 1 -

Marrative Crecermber 21, ai/20/2008 Approved oifogfzo0s8 Upload/Download

Report 2007

S_ample off- June 07312008 Upload/Cownload

Line Report s

- =

The user is brought to the Reports screen that displays each of the pending reports. Scroll down
the page to the ‘Offline Reports’ heading to find the appropriate Report that must be completed
and click on ‘Upload/Download' under the Action column (for this example, the report is titled
“Sample Off-Line Report”).

Project Number SAMPLE-AWARD
My Account
Home
Change E-mail Genetal Info, Budget Attachrnants Reparts Subrnit
Change Passwaord
Log Cut

Reports: Download/Upload Offline Report Files

Download Blank Report Files

Site Navigation sample Off-Line .xls _

Grant Portal Home Download Most Recently Uploaded Yersion of Reports
Application Paortal

Instructions Upload Offline Report Files
Contact Us ) . .
Once you have uploaded all the files for this report, select the submit button below,

. ile: Browse. .
<< Goyernor's Grants File: _

Program home page

<= Kansas web site Upload File

[ Submit Repaort ] [ Exit Report

The next screen provides the user options to download or upload reports. The download option
must be used first to access the report document and save it to the user’s desktop. Click on the

filename listed under the ‘Download Blank Report Files’ heading (for this example, the filename
is “Sample Off-Line.xIs”).
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Project Number SAMPLE-AWARD

My Account File Download
Horme
Change E-rmail Do you want to open or save this file?

Change Password
Log Qut

Lgl j Mame: Sample+OFfF-Line+.xls
H

Type: Microsoft Excel Worksheet

From: demo.accesskansas.org

Site Navigation

Open ] [ Save ] [ Carncel
Grant Fortal
Home
Application Fortal
Instructions U While files from the Intemet can be useful, some files can potentially
Contact Us harm pour computer. IF pou do not rust the source, do not open or
save thiz file, What's the rigk? E submit button
[i
<< GOWErnor's Grants File:

Prograrn home page

<< Kansas Web site -
Upload File

The user is prompted with the option to open, save or cancel. Click on the ‘Open’ button.

Microsoft Excel - Sample+Off-Line+[1]

Eﬂ File Edit “iew Insert Format  Tools  Data  Window  Help Type a question far help
P 5 gese el g (A % Sa@- 9 0| E-4] @iv -[B]r U |E[S]
N Wt I 7 WU W N o | [ B | ¥ Reply with Changes... End Review... !
Ad - A SAMPLE OFF-LINE REFORT
4 8 [ ¢ [ o | E [ F |H | 4 [wk]JL[ wm | W | =
1 T — SAMPLE
S KANSAS
3
% SAMPLE OFF-LINE REPORT
B
| 7 |1. NAME AND ADDRESS OF SUBGRANTEE ORGANIZATION 2. GRANT PROJECT NUMBER
| 8 |
EN
10| 3. REPORTING PERIOD {MMDD YY)
11 From: To:
| 12 |4. NAME AND TITLE OF AUTHORIZED CERTIFYING OFFICIAL 5. DATE OF REPORT 6. PHONE NUMBER
| 13 |
14
15
1= b
W 4 » w\Sample / |< 3

The report file is opened on the user’s desktop. It is recommended that the report be saved to the
user’s computer files at this time.
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E3 Microsoft Excel - Sample+0ff-Line+[1]

@ File | Edit  Wiew Insert  Format  Tools  Daka  window  Help Type a question For help = _ & X

i _seens. g 34 am-j9-c- -4 Biv -[Blz | =E]

iy Page Setup... < | [ B | ¥4 Reply with Changes.., End Review, .. !

- | Brint.. WP b SAMPLE OFF-LINE REFORT
¥ | o [ E | F |H 1+ | 4 [K]L] M | w [ =

1 i SAMPLE

- KANSAS

3

% SAMPLE OFF-LINE REPORT

5

7 |1. NAME AND ADDRESS OF SUBGRANTEE ORGANIZATION 2. GRANT PRO.JECT HUMEBER

| B8

| 3 |

10 3. REPORTING PERIOD {MM/DDANY)

11 Frarm: To:

12 [4. NAME AND TITLE OF AUTHORIZED CERTIFYING OFFICIAL 5. DATE OF REPORT . PHONE HUMBER.

13

14

15

= b

M 4 » M}y Sample / < >

Click on File, Save As.
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- a]x]

:@_] File Edit Wiew Insert Format Tools Data  window Help Type a question For help = _ & X
F1) 5 cose I 3 05| uz,l % Ga@-[9 -0 -] X -4 E w -[Blz v sEE=EH->-A-B
E 5 P Mt T T WL ¢ | - = 5
A -
; “4 5] | Save in: |@ Desktop V| @ - [ | Q X i Ij ~ Tools = 5L E ?
5 KAN?Y A @My Documents
1 k! i Iy Compuker
3 My Recent | €dpdy Metwork Places S e
4 Documents
5 -
F— e
[
Deskbop
B ’J,
7 |[1. NAME AND AL My Documents
| B8 |
g —
ﬂ | .Cl k
1 [y Computer
12 |4. NAME AND TI .‘3
13 File name: |[grant name], [perind] vl [ Save ]
1 Py hetwork, =
4 Plares Save a5 bype! |Microsnft Office Excel Warkhook v | Cancel
15
v
4 4 » W[\ Sample / |< | ¥

The user will save the file to their appropriate computer drive and file folders. Be sure to revise
the ‘File Name’ to document the period being reported. Click on ‘Save.” The user completes the
document, saving all the work. (Note: Because the document is saved to the user’s computer
files, the user may choose to exit the Grant Portal at this time, complete the document that is
saved to their computer files at their leisure, and then log back into the Grant Portal at a later date
when the report is completed.)

Project Number SAMPLE-AWARD
My Account

Home
Change E-mail General Info. Budget Attachments Reports Submit:
Change Password
Log Qut

Reports: Download/Upload Offline Report Files

Download Blank Report Files

Site Navigation Sample Off-Line .xls

Eraﬂt Fortal Download Most Recently Uploaded Yersion of Reports
Qe
Application Portal
Instructions Upload Offline Report Files
Contact s . .
Once you have uploaded all the files for this report, select the submit button
below. 0
<< GOovernor's Grants File: | [ Browse._|

Program horme page

<< Kansas Web site -
Upload File
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When the report is complete and ready to be submitted, the user will return to the Reports:
Download/Upload screen as seen above. Click on the ‘Browse’ button to find the file that will
be uploaded.

Choose file

fmn = e, - »»
eBack . Laak in: |@ Desktop J &= £ s
A h:lMy Diacuments
Address @ https: ‘_‘5 ’j My Camputer ~ G0
——— My Recent HMY Metwork Flaces i
Documerts £A QuickTime Player
My Accour] @ B GIFTS
Horme @Microsoﬂ: Office Excel 2003
oh - Desktop |0 Micrasoft Office Outlook 2003
ange == _ [ Microsaft Cffice Publisher 2003 (2
Change Pag ____/ [5#] Micrasoft Office Ward 2003
1 Sample Report, 1sk Gtr
Log out My Documents w Lol &
Site Navig 51)3
Grant Portg My Eomputer
Home _
Application ‘il
Instruction ]
Contact Us by Metwork, File name: |Samp|e Report, 15t Qtr j Open |
Places utton
Files of ype: |.&II Files [%7) j Cancel -
<< Governor's Grants File: | |[ Browse... |
Frograrm home page
=< Kansas Web site -
Upload File

The system displays the ‘Choose file’ page that will allow the user to look for and select the file
to be attached. The user clicks on the file to be attached so that it is highlighted, and then clicks
on ‘Open’ (or can double-click on the file name).
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FTUTTE

Change E-mail
“hange Password
Log Qut

Site Navigation
Grant Portal
Horme
Application Portal
Instructions
Contact Us

General Info. Budaget

Attachrents Reports Submit

<< Governor's Grants
Program home page
<< Kansas Web site

Reports: Download/Upload Offline Report Files
Download Blank Report Files

Sample Off-Line .xls
Download Most Recently Uploaded ¥Yersion of Reports

Upload Offline Report Files

Once you have uploaded all the files for this report, select the submit button

below.

File: ample Fepor, 1st Otrxls
Upload File

[ Submit Report ] [ ExitF{epDrt]

The system displays the Upload Offline Report Files screen, with the selected file in the ‘File’
field. Verify the filename is correct and click on the ‘Upload File’ button. (Note: Do NOT click
on ‘Submit Report’ at this time. The report is not successfully uploaded yet.)

Change E-mail General Info. Budget Attachments Reports Subirnik
Change Password
Log Qut

Reports: Download/Upload Offline Report Files

Download Blank Report Files

Sample Off-Line .xls
Download Most Recently Uploaded Yersion of Reports

Site Navigation
Grant Fortal

Hom.e . Sample Report, 1.xls
Application Fortal

Instructions

Contact Us Upload Offline Report Files

Once you have uploaded all the files for this report, select the submit button
below.

<< Governor's Grants

Prograrm home page File:
<< Kansas Web site
Upload File
[ Submit Report ] [ Exit Report ]

The completed report document now appears under the ‘Download Most Recently Uploaded
Version of Reports’ heading. This is the file that the Kansas Governor’s Grants Program will
view. The user now clicks on the ‘Submit Report’ button.
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Horme

Change E-rail
Change Password
Log Cut

Site Mavigation
Grant Portal Home
Application Partal
Instructions
Contact Us

B

<< Governot’'s Grants
Prograrn horme page
<< Kanzas Web zite

Reports: Select a Report

Online Reports

R . Date
Submitted m

Cecember FER

January FSR

Final
Expenditures

Offline Reports

December 1-31,

i 01/30/2008 Approved oz 2e 2008 Revise
Jan. 1 - 21, 2008 0z/29/2003 Subrnitted 02262008 Wiew
Vear 1z/30/2008 Crue Camplete

. [1F}.
m SUbn‘ittEd m

1zt Qnr
Marrative
Report

Sarmple Off-
Line Report

Cotaber 1 -

Cracermbear 31, 01/30/2008 Approved ai,/09/2008 Upload/Download
2007

June O7/31/ 2008 Submitted 07/25/2008 View

-

After the report is submitted, the user will be brought back to the Reports screen. The Status
column now displays a ‘Submitted’ status and the Date Submitted is shown. The Action column
now displays ‘View’ to allow the user access to see the report, but no edits can be made. The
Offline Report is now successfully submitted and the user may log out.
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