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Grants eManagement Systems (GeMS) System Requirements

GeMS is designed for use by the vast majority of computer users and should require little or no
changes to their computer environment. The requirements that are mentioned below are
common computer elements that should be present on most machines.

GeMS is designed for the two most common computer operating systems - Windows and
Macintosh. It has not been tested and is not supported on other operating systems such as
Linux and Unix. Users accessing GeMS from a Macintosh environment are required to have
MacOS 7.5 or higher. Windows users are required to have an operating system that is Windows
XP or higher.

GeMS is a website designed for access via the Internet. For purposes of accessing GeMS,

minimum connection is by modem. For those using a modem, recommended connection speed

is at least 33.6 kbps (kilobits per second). Internetconnecti ons Af aster o than moder
DSL, T1, wireless improve speed at which the system operates.

GeMS was designed to be compatible with common up-to-date web browsers including Internet
Explorer V.7 and above, Firefox, Safari, Chrome and Opera.

All times in GeMS are in the Central Time Zone.

By default Internet Explorer 10 in Windows 8 does not run in compatibility mode. This is
easily tested by logging into GeMS. If the compatibility mode is not enabled, the progress wheel
in GeMS will simply spin without ever completing an action. To enable the compatibility mode
for Internet Explorer 10, follow these steps (Windows 7 users start at step 2):

Windows 8 only - from the Windows 8 start screen select the Desktop.
From the Desktop launch Internet Explorer 10.

Press the Alt key on your keyboard to bring up the top menu.

Go to Tools | Compatibility View settings

Add https://affiliategrants.komen.org/ to the Compatibility View websites, or
Select Display all websites in Compatibility View.

Enabling the compatibility mode using either option in step 5 will affect all GeMS
websites/pages.

arwbdE

GeMS has a combination of both Microsoft (MS) Word and PDF documents. Adobe Acrobat
Reader is used to view PDF (Portable Document Format) documents. GeMS automatically
generates grant documents in PDF format using information that is saved into various narrative
and budget pages. Using Adobe Acrobat Reader can view, print, or save PDF documents.
Adobe Acrobat Reader can be downloaded at www.adobe.com.

Microsoft Word increases GeMS formatting options and reduces the amount of empty space on
printed pages. If MS Word is not installed, MS Word Viewer is available for download at
Www.microsoft.com.

Updated December 2015 4
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GeMS Grantee User Roles

Welcome to GeMS! In order to use the system you must first be granted access to it.
There is one basic way to gain access to GeMS i through registering and creating an account.
Prior to doing so, we recommend you take some time to think through what system roles are
appropriate for the individuals in your organization. New GeMS users must register in a specific
order, therefore all GeMS users from an organization should work together to determine GeMS
roles and responsibilities. The Project Director should register first from an applicant/grantee
organization.

Project Director:

The role of Project Director should be assigned to the individual at a grantee/applicant

organi zation that will serve as the pragemeat 6s | ea
This individual is responsible for validating all new users when they register for the system

under their organization. This individual will have the highest level of access in the system and

will be responsible for overseeing all administrative functions available, such as application and

report creation and completion. There can only be one Project Director per

project/application.

Authorized Signer:

The role of Authorized Signer should be assigned to the individual(s) at an organization that has
the authority to sign legal documents on behalf of the organization. This individual is responsible
for electronically signing the application before submission and the grant contract, amendment
requests, and reports if the organization is awarded funds. There can be more than one
Authorized Signer per organization. If an Authorized Signer is sometimes unavailable, it may
be wise to have an additional individual with the role of Authorized Signer to serve as a backup
during critical times (e.g. during application submission).

Viewer:

The role of viewer should be assigned to any individual at your organization who needs access

to view the organizationés informati on, but does
change anything withinthe organiz at i on6s i nf or mat i owiewerJgeer e can be

organization.

Writer:

The role of writer should be assigned to any indi
application or report process to help complete the application or report but does not have the

authority to complete the submission process. This individual cannot change the status of an

application or report and will not have administrative function availability. There can be multiple

writers per organization.

The Project Director must be the first individual at an organization to register.

The Project Director will then approve all subsequent users from their organization.

The Authorized Signer should register and be validated/approved by the Project Director prior to the
creation of the organizationds first applicatio
1 An organization can have multiple Project Directors but only one Project Director per application
(this may be a need for large health systems and universities). The organization will need to use the

i Adedd/i t Pteobtp énsure the Project Directors are attached to the correct application and reports.

E ]
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GeMS Login and Registration

To access GeMS, t htipse//affiiategrants.komen.orgd i nt o t he auwrdebes s
browser Eaterdo hi t fi

N

Do not type fAwww. 0O

The page you see should look like the image shown below.

(]
susanec. r
Komen.
System Login

Login
Usemame [ ]

Welcome to the Grants eManagement System Password [ |

(GeMS) for Susan G. Komen®.

GeMS allows you to apply online for available Komen community grants in your area.

If you would like to search for information on a Susan G. Komen Affiliate in your area please visit
komen.org.

If you are already a registerad user in the system please use the login box in the top right hand
comer of the page.

If you are a new user please reaister now.
*Please note that each Monday maming, Komen IT performs maintenance updates and

improvements to GelS between the hours of 7a.m. and 10a.m. CST. so you may experience
some disruptions during this time *

General GeMS Tip: ALWAYS follow the steps in
order as they appear in the manual.

Updated December 2015
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Creating a New Account

Registration for GeMS is the first step to the online grantmaking process. You can register at
https://affiliategrants.komen.org.

1) From the GeMS homepage, click the fRegister No wlink located towards the bottom of
the homepage.

4
susandc. - r
Komen. =~
Sys'temLogih

Login
Usemame:]

Welcome to the Grants eManagement System Password [ |

(GeMS) for Susan G. Komen®. [—

Forgot Password?

GeMS allows you to apply online for available Komen community grants in your area.

If you would like to search for information on a Susan G. Komen Affiliate in your area please visit
komen.org.

If you are already a registered user in the system please use the login box in the top right hand
comer of the page.

If you are a new user please register now. |lg
<

*Please note that each Monday morning, Komen IT performs maintenance updates and
improvements to GeMS between the hours of 7a.m. and 10a.m. CST, so you may experience
some disruptions during this time.*

2) Complete the Registration form in its entirety. Once a user has created an account and
has gained access to the system, they will never have to request access again.

There is no need for multiple accounts within GeMS, unless an applicant/grantee is
applying to multiple Affiliates.

a) Fillin all information as required. All items marked with an GGare required to create
your account.

b) If a question has a pink i G Olautton next to it when completing a question,
you MUST select the i G Olutton and wait approximately 5 seconds before
advancing to the next question.

Updated December 2015 7
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c) Select the appropriate rolefori What i s your posiandctick
0.0
U Applicant
U Grantee

Registration

Flease complete all required fields below. Cnce you have completed the fields please select the save button to complete your registration.If there is a pink Go
button next to a drop down list you must click the Go button before moving to the next guestion.Once you have registered you will receive a message at the top of
the registration page letting you know that your registration is complete and you will receive an email informing you that your registration is complete You will not be
able to log into the system until you are approved. Cnce you are approved you will receive an email informing you that you have access fo the system.

Prefix  First Middle Last Suffix
Name ) - | R
Title | -
Email | F
Phone | | Make Selection
What is your position at your Affiliate? | Applicant s E <

and click GO

Affiliate State [fens vF g
Affiliate [ v e

Organization ' E
semame %
Password l:l* Confirm Password l:l*

d Fromthed Af f i | i drapdowrSist,seleetdhe state in which the Affiliate is located
and click iGO.0

at your

Note: if the Affiliate serves multiple states i choose the state where the Affiliate main office is
located. Check with the Affiliate if you are unsure.

Missouri -
D Back Mortana
. f Mebraska
Registration Nevads
fFlease complets al required fields beloy | New Hamgshire d the fields please select the save button b complete your registration If there is a pink Go button
hext to a drop down liat you must click the| New Jersey g to the next question Once you have registered you will receive a message at the top of the
Feqistration page letting you know that you New Mexico e and you will receive an email informing you that your registration is complete. Y ou will not be able fo
og) info the system untl you are approved | New York you wil receive an email informing you that you have access o the system
Neth Caroling
Morth Dakota
Chio
Cklahoma
Oregan Middle Last Suffix
flame Pennsybvania " "
Puerto Rica
[Title "
Rhode: Iskand
Email South Carclina
Saourth Dakota
Fhone
Temnessee Select STATE
[What iz your position at your Affiliate? Fr=To) .
A ffiliate State Tenas v and click

Affiliate "
Organization M Ed [
lUsername

Password * Cenfirm Password '

GO
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e) Fromthef Af f idlopdawh lest)select the name of the Affiliate and click iGO.0
T

0 Back
Registration
Please complete all required fislds below. | ields please select the save buthon to comp Se Iect 3 pink Go button
nextio a drop down listyou must click the[RrnlaEErr e o] [Riext question Once you have registers: bop of the
registration page letting you know that you Special Grants 1yl [ — SaLpmrming you thy AHI t ill nat be able
Iog into the system until you are approved. Geeater Amarillo Afikte ill receive an email informing o e Hiate

Lubback Area Affiliate and cl'ck

North Texas Affiliate

Austin Affliste GO

gei';:raljexas Affiiate Middle Last Suffix

allas Courty
M x
ame El Paso Affilate !
Title Greater Fort Worth Affiliate
Emall Houston Afffiat "
mal San Antonio Affiliate —

Phane Texarkana Affilate [+]

Tyler Affiiate ™
What is your position at your Affiliate? |\ oo Ea
Affiliate State Global Grants. |
Affiliate My =]
Organization T EQE
Usemame
Password I Confirm Passwerd 3
0 Top of the Page

2 !

Powvered by InteliGrants ™ © Copyright 2000-2015 Agate Software, |

f) Fromthefi Or gani z atdropdownNsht me 8 el ect your organizati ot
0.0

Helpful Hint:

To guarantee the Project Director can locate user requests in the system, make sure you communicate in
advance and know the exact name your organization is registered under in the system so you make the
appropriate selecton.Do not sel ect AOther,d as your organi z
list if you are a grantee user.

Registration

Flease complete all required fields below. Once vou have completed the fields please select the save button to complete vour registration If there is a pink Go button
ext o @ drop down list you must click the Go bution before moving to the next question Once you have registersd you will receive a message at the top of the
egistration page letting you know that your registration is complete and you will rec eive an email informing you that your registration is complete You will not be able to

Jogy into the: Sy stem untl you are approved. Once you are approved you wil receive an email informing you that you have access to e system

Prefix  First Middle Last Suffix

ame v I I
Mile F Select
Email Organization Name
Phone El al'ld
What is yeur pesition at your Affiliate? | Appiicant Mg G0} Click GO
Bffiliate State Texas e
Rifiliate Komen Headguarters i

.’Eﬁ‘-!

Prganization

Hsername

Gther
Community of Hope Inc
Komen Headguarters

Texas Tech University Health Sciences Center

Password firm Password

[ Top of the Page

‘owered by InteliGrants ™ & Copyright 2000-2015 Agate Software, Ini
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g) Then Us e r nfieladmauét consist of all letters and numbers, minimum length 5
characters, maximum length 20 characters.
h) Thefi P a s s ield nust consist of all letters and numbers, minimum length 7
characters, maximum length 20 characters.
The password is case-sensitive.
i) Thefieldsfi Pa s s vaodidC® nf i r m Pastbe thesameo

If you select i Ot heeen though your organization already exists in GeMS, the Project Director will not
receive your registration for approval. If this happens, please contact your Komen Affiliate.

Once you have completed registration, select the pink i S a \bwiton at the top of the page.

"SAVE"|

Elow Once you have completed the fislds please select the save button to complete your registraton If there is a pink Go button

k the Go button before moving to the next queston.Once you have registered you will receve a message at the top of the

lat your registration is complete and you will receive an email informing you that your registration is comgplete. Y ou will not be able to
roved. Once you are approved you will receive an email imforming you that yvou have access to the system.

Prefix First Middle Last Suffix

v b b A

*
*
[E3
iate? | Applicant " Ed

Texas v " el
Komen Headguarters v * =
Otiner v [ = 3

5. Having saved your contact information, your account must then be approved before you can
access the system. If you attempt to access the system prior to getting approved/validated you
will receive the following message:

OPage Error(s)

Your account has not yet been validated.

User Approval Notification

You will receive an automatic email notification from the system when your registration has
been submitted for approval and when access has been granted and your account has been
validated.

While Project Directors are approved/validated by an Affiliate representative, all other users will

be approved/ validat ed ¢ Riredton BrojectrDgeatars shauld ieceiveas Pr oj e
notification of new user registrations within two minutes of the registration being submitted. If

more than an hour has passed since a user registered and the Project Director has still not been

notified, please contact your Komen Affiliate.

Updated December 2015 10
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Validating Users

In order for all users within an organization to be approved/validated, the Project Director
must follow the steps listed below along with the screen images.

1) The Project Director will receive an automatic email when a user has registered under
their organization and needs to be validated.

If a Project Director receives user notifications in error or if an individual has
registered under an organization incorrectly, please contact your Komen Affiliate.

2) The Project Director logs in to GeMS and selectsthe i My A d mi n fatsat theadpi o n o
of the User Homepage.

LG B e My CG Applications My SG Applications » My Conflicts of Interest » My CG Reports My 5G Reports  »My Legacy Grants

My Reports | My Administration | My Organization(s) | My Profile | Logout

" Instructions:
...~ Welcome Blue Select the SHOW HELP bution above for dejgs .
Affiliate Grants Admin > Applying for an Cpportunity To Approve/Validate users
[ e = Using System Messages ~ . .
/C ange ure = Understanding your Tasks go ton M Yy Admi ni s

= Managing your awarded grant

Hello Blue, please choose an option below.

3) Selectthei User Approval f dimkwikinthée ivcAdmimstratienc t or s 0
section.

»My Home » My CG Applications ¢ My SG Applications » My CG Reports  » My SG Reports » My Legacy Grants

My Administration | My Organization(s) | My Profile | Logout

|SHOWHELP|

Q Back ClickonfiUser Appr
My Administration Project Dire

Select a link below to perform the action.

/\ e
55 User Approval for Project Directors
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4) Once on the iKomen Project Director User Approval Page,0be nt er t he new regi st
name in the search criteria. You can also search the system for i N e v& e Uirstlie fiJser
Typeofield to perform a broader search.

5) Select the pink i 8archobutton.
Komen User Approval

This page will allow administrative users to approve one or more users.

Organization \ |
OrganizationCity | |

Organization State

User Type e—

™ ERRY

6) Scrolldowntoi Sear ch OResul t s
7) Sel ect the checkbox next to the userb6s name
8) Select MApproval Typed6 t o Approve User or Deny.
T AAppr ov e udersfrem an existing organization
1 fA De n wusers that should not be granted access to GeMS
9) Select your organization from the drop down menu.
10)Select arole fortheuseri A Aut hor i zed ®BWnfieevwrer . 0
11) The current date will appear inthen Ac t i v &eldDrau de ot have to enter anything
intotheA | nact iofieldundaetses you know the date you would
to be inactivated.
12)Selectthei Appr ove Selbadctodh Woerco@mpl ete the userds

To approve the user select the record and click the bﬂgﬁ____—— #8

Approval Type Approve User v

4] #9
Assign person's organization to | Aspen SkiLodge v
Set person's role to Authorized Signer v < #10
Active Date 100122015 <\
. #11

In

<|_ ECTED USER |

= #1217 final step - once all selections are made.

Export Results to | Screen v | Sort By | - SELECT — v|asc v |
B Name New Organization Requested Organization Contact info Phones
Ti
#1 —lp ¥ Test Test False Aspen Ski Lodge 123 Main Street FPhone 1: 6546546544
UserName: TestTest2015 Title: Test Aspen, CO 45654-5455  Fax: (555) 333-6666
Email: County: Hinsdale County Registration Phone: 555-555-5555

rschlesinger@komen.org

Date Requested: 1012/2015

13) The new user will receive an automatic email notification telling them they have been
approved in the system and can now access GeMS.
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User Homepage

When a user logs into GeMS, they will land on the User Homepage. The content of the page
and links across the top of the screen are described on the next page.

» My Home » My CG Applications » My SG Applications » My CG Reports » My Letter Of Intent » My SG Reports

My Administration | My Organization(s) | MyProfile | Logout

| N g : Instructions:

-_— W_elco_me Ski Selectthe SHOW HELP button above for detailed instructions on the following.
FrojectDirector > Applying for an Opportunity

-_— / Change My Picture = Using System Messages

= Understanding your Tasks
= Managing your awarded grant

Hello Ski, please choose an option below.

@ View Available Proposals

You have 2 My Opportunities available.
Select the View Opportunities button below to see what is available to your organization.
NOTE: Use this option to initiate new proposals only. To edit applications already in progress, selectthe My CG Applications tab above.

® My Inbox

You have 16 new messages.
Select the Open My Inbox butten below to open your system message inbox.

(FOE—

© My Tasks

You have 1 new tasks.
You have 0 tasks that are critical.
Select the Open My Tasks button below to view your active tasks.

User Tabs

1 My Home: Brings the user back to their homepage

1 My CG Applications: Access to all current and past community grant applications

1 My SG Applications: Access to all current and past small grant applications, if
applicable

1 My CG Reports: Access to all current and past community grant progress and final

reports

My SG Reports: Access to all current and past small grant final reports, if applicable

My Legacy Grants: Access to all grants funded to an organization prior to 2012

My Administration: Administrator functions, user approval; this tab will only appear for

authorized users

1 My Organization: Current information about your organization (this information can be
updated at any time by authorized users). NOTE: If the organization is awarded funding,
the address on the My Organization page is where the grant check will be mailed.

1 My Profile: Individual user information (this information can be updated at any time 1

this is where you can change your password)

Logout: Logout of the system

View Available Proposals: Initiate a new grant application offered by the Affiliate

My Inbox: System notifications regarding system users and application status

My Tasks: List of current tasks you must complete

= =4 =9

E R
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Automatic E-Mail Notifications

Automatic email notifications may be sent to you periodically throughout the grant year. These
messages will be sent by the system according to an automatic process or as the result of a
user-triggered event. These messages might be triggered by the submission of an application,
an application being sent for modifications, or when a pending due date is approaching. These
messages are intended to help you know what is occurring in the system that pertains to you or
your organization. These messages may also be sent by Komen Affiliate personnel. These
messages are designed to help keep you up to date with the progress of your application while
also serving as reminders when action is required on your part.

In order to receive these messages it is important that you include an active, frequently
used email address when creating your profile in the system. If you provide an incorrect
email address or an address to an account that is either inactive or full, you will not be able to
receive these important messages.

Helpful Hints:

1 Before you start typing on any page in GeMS, make sureafi S a vhbatbon is located in the
upper right-hand corner. If you do not see afi S a \button, then any additions or edits made will
be lost. The presence of the i S a \bw@ton on an application page is dependent upon the status of
the application and/or the role of the user. For example, if the status of the application is
AAppl i cat i onoclangestad thetapplitation can be made. Therefore, the fi S a \bwton
will not appear.

1 Always hiti S a \toes@ve your data. If you do not hit i S a \ard §ou navigate away from the
screen, your data will be lost.

9 If you scroll over the first aid kits, help content will be available for that specific question.

1 The system will log out after 45 minutes with no activity. If the system logs out automatically, the
last data entered will not be saved if the save button was not selected prior to the log out.

1 If you copy and paste text from Word, you must hit the backspace button within the text field for
the character count to be shown.

9 Print versions of the blank report and completed report are available within the fAccess
Management Toolsosection of the report menu.

1 Always use the b r o w sfieR addmktan when trying to return to a previous page.
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Accessing an Existing Application

1) User selects iivly CG Applications.o

LR G CO e My CG Applications My SG Applications kMy CG Reports My 5G Reports » My Legacy Grants

My Administration | My Organization(s) | My Profile | Logout

“SHOWWELP"|

2) Search for the application via the various fields. We suggest usingthe i St a field and

selectingi CG Appl i cati on: A drpn thedmpdown list, anshtheRforo gr e s s 0
il Y e enteding the grant year.

3) Click the i E x e obhuttoretowards the upper right corner of the page.

LRy LG L My SG Applications  » My Conflicts of Interest  » My CG Reports  »My SG Reports My Legacy Grants
My Reports | My Administration | My Organization{s) | My Profile | Logout

Q Back
KOMEN Document Tab Search - CG Applications

ClickA Execu
Document Tab Search

once selections
have been made

For more detailed instructions, select the Show Help button.

CG Application Types | v|

CG Application Name | |

Person | |

Status |CG Application : Application In Progress v <
Organization | |

Year [2016 | -

4) Select the name of the grant you would like to access for viewing/editing fromthei Re s ul t s 0
section. The application name will be a hyperlink in blue and start with CGA (Example:
CGA-2016-XXXXX-XXX-XXXXX).

Export Results to | Screen ¥ | Results Per Page |20 v | Sort By | - SELECT — ¥ |ASCENDING v
Number of Results 1

Document Type Organization Current Status

== Application In Progress

CG Application Aspen Ski Lodge
1

CGA-2015-CO102-5K1-00003
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The CG Application Menu

TheAn CG App!l i c astdivided intdhanowus&ections to help organize the application
tasks and information. These sections are displayed and described below.

Helpful Hint:

Thei CG Appl i c ashonermaséferthe majority of forms and pages of the Grant Application. The
ACG Appl i aaatlowsthe apgleant to access:

1 All sections of the application, including project plan and budget summary

i Status change options (Project Director and Authorized Signer only)

CG Application Menu

CGA-2016-CO101-SKI-00001 4_@“%‘“0” NED
Details

o Period Date /
info Document Type Organization Role Current Status e
017 - 131
CG Application Aspen SkiLodoe  Komen HQ Administrator Application In Progress 04/01/2016 - 03/31/2017

12/03/2015 6:00PM EST

@® View, Edit and Complete Forms

Selectthe View Forms button below to view, edit, and complete forms.

(VIEWFORWS"|

© Change the Status

Selectthe View Status Options button below to perform actions such as submitting applications or request modifications.

"VIEWSTATUS GPTIONS"|

@ Access Management Tools

Select the View Management Tools button below to perform actions such as adding people to this document or viewing the document histary.
K = ME| B

@ Examine Related Items

Selectthe View Related lkems button below to view related items such as claims, messages, eic.

[ VIEWRETATEDTTEWS”|

The document information at the top of the pageistheap p | i ¢ aniguesgste
name (CGA-2016-XXXXX-XXX-XXXXX). This is how the application will be
referenced within the system and within emails sent regarding the application.

This name cannot be changed.
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View, Edit and Complete Forms

The Forms section contains all of the forms associated with your application. To view the
application forms, simply clickthe i Vi e w Buitonrarsddhen click on the name of the form
you wish to view.

® View, Edit and Complete Forms

Select the View Forms button below to view, edit, and complete forms.

"VIEWFORWS" IR

|

Grant System
10/14/2015 2:13:44 PM

Project Profile

Organization Summary
Project Priorities and Abstract
Project Marrative

Project Target Demographics
Project Work Plan - Goal
Project Work Plan - Objectives
Project Work Plan Summary
Key Personnel/Salaries
Consultants

Supplies

Travel

Patient Care

Sub-Contracts

Other

Indirect

[P e B e R e B B I YO A ) P ) I B O R I B €

Project Budget Summary

Updated December 2015
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Change the Status

Thein Change t leaturéalloavs thesProject Director and Authorized Signer to change
the status of an application or report. Status changes are ultimately how your organization will
submit documents to the Affiliate.

Status options are dependent on the current status of the document and the role of the

user. When it is time to change the status of the application,cl i ¢ kVitéehve Sit at us Opti on
button. Certain GeMS features may not be available until the application is in the

appropriate status.

© Change the Status

Select the View Status Options button below to perform actions such as submitting applications or request modifications.

L S OPTIONS IR

Access Management Tools

The Mccess Management Toolsdsection allows certain administrative responsibilities, such as
the ability to add/edit people to the application, print the blank or completed application, and
view the status history of the application. Functionality is based on your user role.

© Access Management Tools

Select the View Management Tools button below to perform actions such as adding people to this document or viewing the document history.
R EME 1l <«

<

;g, CREATE FULL PRINT VERSION
Select the link above to create a printable version of the document.

;g, CREATE FULL BLANK PRINT VERSION
Select the link above to create a blank printable version of the document.

1::1 ADDIEDIT PEOPLE
Select the link above to perform actions such as adding people, changing a security role, or altering people’s active dates on this document.

MY ACTIVITIES SEARCH/REPORTS
Select the link above to perform a search and cutput the results from the My Activities.

-l STATUS HISTORY
Select the link above to view the status history of this document.

) CHECK FOR ERRORS
Select the link above to check the entire document for errors.

[ DATE MODIFICATION
Select the link above to change the dates associated with this document such as its due date.

- VIEW MODIFICATION HISTORY
Select the link above to view various medifications that pecple have made to specific pages in the document.

i‘u. MANAGE REVIEW PROCESS
Select the link above to view review information for the document.

__g ATTACHMENT REPOSITORY
Select the link above to view all attachments in this document.
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Add/Edit People
As new users are approved for access to the system, they will automatically be added to
applications and reports that are initiated after their approval.

They are not automatically added to existing and historical applications and reports. The
Project Director can attach users to applications by usingthe i Ad d / Ed i linkéhdeo p| e 0O
ifAccess Management Tool s

1.Clickoni Access Management Tool s

2.ClickAAdd/ Edi.@a Peopl e

;ﬁ ADD/EDIT PEOPLE
Select the link above to perform actions such as adding people, changing a security role, or altering people’s active dates on this document.

3. To grant a user access to an application, you simply check the box next to their
name and click i S a \atehe top of the page.

4 . I f for any reason you need to remove a user

uncheckthebo x next to theiSmaveame and click i

My Home » My CG Applications »My SG Applications » My CG Reports »My SG Reports »My Legacy Grants

My Organization(s) | My Profile | Logout

©Q Back
CG Application Menu - People

The functionality on this page will allow you add, delete or edit people on this document.
Use the keyword search function to locate a person you would like to add. Select the check box next t
Cr, you can uncheck the box next to the person(s) name under the Current People Assigned area
After you perform your modifications, remember fo select the SAVE button to save your changes,

Clicka { | @rtere
making selections

CGA-2016-HQO01-SKI-00002

Details
Enter a name or partial name: | M
Il Person Organization(s) Role Active Dates a.;siqned

— /| Megan Ski Lodge AS Aspen Ski Lodge (Authorized Signer) Authorized Signer r g';z{gm

e i ) - - 81372015 F Grant
[] Jill Project Director Aspen Ski Lodge {Authorized Signer) Authorized Signer System

Ski AS ) ) - - 8132015 L Grant

v

Ema Aszpen Ski Lodge {Authorized Signer) Authorized Signer System
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Examine Related Items (Progress & Final Reports)

The fExamine Related Itemsosection is where you will find items related to an application or
grant. Related Items include a Progress or Final Report.

©) Examine Related Items

Select the View Related [tems button below to view related items such as claims, messages, etc.

OnceyouclickonAi Vi ew Rel ayoewill bé directadto the following page.

Q Back
CG Application Menu - Related Items

The various sections below can link to items that are associated with this document.

CGA-2016-HQO01-SKI-00003

Details
Sortsearch results by: | — Selact— ¥ | Filter by Document Type: "o
Document Type Current Status Period Date / Created By Last Modified By
Date Due
CG Final Repart Initiate a/an CG Final Report 2016
CG Progress Repo Initiate a/an CG Progress Report 2016

Sortsearch results by: | — Select— v | [

Only the Project Director will have access to initiate progress and final reports.

Click on the report name in blue to create a new report:
(ex. Initiate a/an CG Progress Report 2016 or Initiate a/an CG Final Report 2016)

Updated December 2015
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Application Navigation

If youclickonthefi Vi e w Mbuttonrofshe iView, Edit and Complete Formsosection on the
fiCG Application Menu, the various pages of the application are displayed.

® View, Edit and Complete Forms

Select the View Forms button below to view, edit, and complete forms.

e ——

Forms Navigation

There are four basic methods for navigating through the forms of your application. You may
either use:
1. *Preferred Method*Your br ows er 06 swillakow lyoulbountvigata back
more easily than hkbutiom. GeMS fiBacko
2. The fi B a dink at the top of any page within the application.
3. The breadcrumb links afteri You aroe her e
4. Thelinks listedinthei Na v i g at isection dt thenbkt®m of the page.

The image shown below is the i B a dink withthe i Y o u  a r breadcrembdrail below it.
These two tools may be commonly used when navigating through the various pages of the
application.

Q Back

CGA-2016-HQO01-5KHI0003

Details
Youare here: > CG Application Menu > Forms Menu > Application

By clicking the i B a duttan, you will be taken back to the Forms Menu and you can click on
the next page you wish to complete.

You do not have to complete the pages of the application in any particular order.
To access a form, simply click on the page names below (ex. fProject Profiled  f®rganization

Summary@. After clicking on a specific page name, you can access the remaining pages by
scrolling to fNavigation Linksoat the bottom of the page.
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1 Link to the RFA

y 3

Click on the name of the application
page you would like to work on
completing

a

a

NOTE: there is no action to take on the

fiProject Work Plan Summary Page.0 This is an
automatic report that will populate based on
youri Project Work Plan Go

A

Forms Completion

When filling out an application form, it is suggested you first complete all of those fields for

which you have information. Not everyone in each organization will have all of the information
necessary to complete each form. Complete as much of it as you can and then clickthei Sa v e 0
button. Fields followed by red asterisks (*) are required fields.

In the creation of some forms, the fi A dlltbon is used to create additional fields so the
applicant can list each item that falls under a particular category.

Project Work Plan - Objectives, for example, will typically consist of more than one item. Any
form that has an i A d lmitbon allows you to have multiple instances of that particular form. The
following picture shows the available i A d lilitbon on a page where multiple pages can be
created.

When multiple pages have been created for a particular form, you can choose between them. A
dropdown menu will appear on the far right of the button toolbar. Select the item and hit the
AnGObutton and it will take you to that itembs pag:
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