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Introduction

The Office of Superintendent of Public Instruction (OSPI) uses iGrants—an Internet-based system—to
collect data from Washington State school districts for a variety of federal and state grant applications,
competitive grants (RFPs), agreements, and end-of-year reports.

Training Manual Purpose
In an effort to make iGrants a more user-friendly system, enhancements are ongoing. This training

manual serves as an introduction to operate the upgraded iGrants system.

This manual is structured so that one can work at his/her own pace by following the system navigation
steps. Screenshots are provided to illustrate the various iGrants processes.

Audience

All non-OSPI iGrants users can use this training manual to learn how to operate the iGrants system and
generate budget reports and exports.

Gaining Access to iGrants

The procedures for gaining access to iGrants are listed below.

e School Districts: All users must contact their district security manager. A list of district security
managers is located on the iGrants home page under the Obtain User Login Credentials link.

e All other organizations (listed below) must contact OSPI Customer Support by calling
(800) 725-4311, Option #1 or emailing CustomerSupport@k12.wa.us.

+»+ Educational Service Districts
+* Non-Profit Organizations
%+ Colleges and Universities


https://eds.ospi.k12.wa.us/SecurityManagerList.aspx
mailto:CustomerSupport@k12.wa.us?subject=iGrants%20Access

1. Logging Into iGrants (All Users)

1.

2.

From the EDS Login screen,
type your Username and
Password and click Login.
The EDS Home page opens.

The URL to use is:
https://eds.ospi.k12.wa.us/

Login.aspx.

From the EDS home screen,
click on the My Applications
tab. The My Application
page opens.

m Oftice o Sapemtendent
of FLbac Butiiation

Please type your usemame and password Lo login.

Usarnama: |

Password: |

Copyright 2002

This section zllows vou ko manage your account information.
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Note:

Notes:

From the My Applications
screen, click on the link to
the iGrants application.

Each user’s My Application
List will contain different
links. If yours is missing the
iGrants link, contact your
district’s data security
manager (districts only) or
OSPIs Customer Support (all
other organizations) at
1.800.725.4311, Ext. 1 and
ask to be given iGrants
access.

Clicking iGrants on the My
Application page displays
the iGrants home page
screen. You can click on
Login to iGrants to go into
the iGrants application. (If
you have already logged
into the EDS system, you
are not required to login
again.)

From the iGrants login
page, set a bookmark to
make future logins quicker.
The EDS applications —
which include iGrants — are
designed to use Internet
Explorer 6.0 or greater as
the Web browser. It is best
not to use other browsers.
See Appendix A for details
about browser settings.
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» Security
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My Applications

3 Privacy Palicy % Dechimer
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2. iGrants Home Page
2.1 I Need To...

1. Depending upon what you need T;"‘etn"::‘:h 7:Gr~an'rs _- éos IP « B
to do, you can navigate to F— — : o e
various pages by clicking the
appropriate link from iGrants T ——— o )
home page.

Notes: roiiczton/ R R BE00T pages
. C||Ck|ng Login to iG rants = revigwed the narrated tumndl bt sl have a quastion)

would take you to the
iGrants login page.
e Clicking the following links
will display pages with
corresponding information:
o Obtain user Login
Credentials

o Get My Questions
Answered

o Get alist of form
package contacts

2.2 Message Center

1. Clicking the Message Center link Test Web s fo @
on iGrants home page displays

Server ‘hmnfs ’ Home  Home  Feedback
the Message Center page. This

page is used to display any New, &
Current, or Archived messages.

The Message Center
The message cantar is dividad nto the folowing four categeries:

Notes:

e C(Click on the appropriate link
(New, Current, or Archived)

to see messages. Date: 7/26/11
. R . . Message: 76 (2011-12 System)
[ ] C||Ck the Pr| nticon to prl nt The fallowing form package has been added to the list of avallable 1Grants form
packages.
the page.

Title T Part C Ed. of Migrant Children EOY (Summer Program})
Foim Packaga 142
Purpose:

Report the FTEs funded by Tite 1 Part C Migrant Educabion during the summer manths
and evaluation results as comparad to approved apphication,

Eligible Subgrantees:
Schoal District

Dwe Date: 9/15/11




2.3 Topics

1. The iGrants home page also
displays links to the following

Topics:
+* Inventory of Form
Packages
+» Allocations
¢ Indirect Rate
+» Carryover
Notes:

e Clicking the Inventory of
Form Packages link displays
a list of form package types.

e Use the fiscal year drop-
down to see form packages
from prior years.

2. Clicking the link for form
package type or organization
on the Inventory of Form
Packages page displays the form
package details and the contact
information.

Note:

e C(Click the Back button to go
back to the inventory page.

Test Web

Server Grants y

Inventory of Form Packages

YOU ARE NOT LOGGED TH!

Selecl a Fiscal Yeor

112y

Select a Form Package Type

The tarm farm package & used ta dascribe the type of form package, sourca of funding and haw the form package is dalivered to its intended audience. Far exampla,
zome form package types ars compebitive and some are run s a consortium. The form package contains all of the information ard forms nesded for apglication
purpases. Select the specific categery below or select the All category to display all form packages housed within the frants system, Keep in mind, seme farm packages
have been activatad for usar 3ccess and some may stil be in the devalopment phase.

After viewing form packagz details listed in this inventary, ratuen ta tha IGrants heme page 1o login. |

G5 foore A

Hame Home  Feedbac)

Select a Form Packege By Organization

isrict form packages|
form packages)

Test Web

Selected Category Is: State Grant
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Server "éércnts y

Press the name of the fom packsge to sccess the puposs and other profile information.
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Hinderanrten [Pasce Grark District

iyl

217 Highly Taiablz
Shudents Frogram

Staite ‘School
Grart District

=tats Sohool
Grart isinct

Sate Schecl
Grark Disirict

Early Learning  Open &

A T 48

Hohly Capable Open 6/8/201t  T//2011
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3. Clicking the FP Name/Profile € Profite - Windows Ints ot Exploror B[ <)
. 2] H:u:s:.n’.feds.ts:.ospl.kl2.wa.us.rv;ranls.its(vrw:lrbssUBD|hZ><12!5kl4S))I’WebPauas.l’HomePauesl’FormPackaue]rwerturv.fPrnﬁle.asDx?Dnntable-true&FnIEI 3
link or Go, the page refreshes to |, c wew rares 100 teb

display the form package profile [ & #@- 8 @& - jewe- G- @6 0@ 8 3 |
page. !

iGrants System 2011-12

Form Package Profile

iGrants Form Package 221
Educational Leadership Intern Program
State Grant

OSPI Program Area: Principals Association AWSP

Purpose; Designed to provide assistance to districts so that classreom teachers are able 10 perform
administrative duties with the sole purposs of becoming 20 admimistratar, =

Application Information Referance URLs and Materials

Eoard Approval Raquirad: N/A
Mo

Form Package Due Date:
Friday, August 12, 2011 3:00 PM

Project Period:
7/1/2011 through 6/30/2012

Website Addresses

A

Eligible subGrantees

School District

Other Related Information
LR

[ne]

Dong & Intsrmet HLp0s v

4. Clicking the Allocation hyperlink Test Web X G5 o
on iGrants home page displays o
the Allocation Amounts page.
You can also use the drop-down

fl Ite rtoview a I |0cat|0 ns for The tam alocabon refers ta dollar amownts a sub-recpient has been dlocated for a particular funded program. The dolar amounts are often based on & detailed
prl or yea rs or by fU nd i ng type . funding formula, This term 15 typicaly used for both federal and state funded programs.

Select a Fiscal Year Select a Funding Type

Note: bz

Home  Feedback

Server Grants y

Allocation Amounts &

e The fiscal year defaults to
the current year.

» Zrvary Foli » Disdlgimer > Customer Suppoet: £L800

£Capyright 2004 - 2007




5. Clicking a Funding Type link on
Allocation Amounts page
displays allocation amounts for
different form packages sorted
by organization name.

Notes:

Click the Back button to go
back to the Inventory page.
Click the Print icon to open
the page in printer friendly
view.

6. Clicking the Indirect Rates link
on iGrants home page displays a
page which describes the
purpose of the indirect rate.

Note:

The fiscal year defaults to
the current year.

F"

Test Web

fGran‘rs

Server y

Allocations
Federal Funded for 10-11

spcse s and Girls Clubs of Snuth Pugst

Sound
CFIC  Camp Fire USA Inkand N Courail

15901  Central Washington Universty

10001 Central Washingtar Lresaraty

CSL Communities in Schook of Lsiewood
Commynity Schools Collaboration of King
Caurky

Distributive Education Clubs of amesica
Educabenal Serace District 101
Educational Service O 0
Educabicral Service District 101

DECCH
32601
32801
Sdcit

32801 Educational Service District 101

32801 Educational Service District 101

3380 Edueabonal Ssrace District 101
a0
32801
330 b
32601 Educational Se istrict 1
32801 Educational Serace District 103

Eduentional Seriice District 101
Educational 5erace 0l

=231

252
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a iﬁrn-—!s |

Home Home Feedback
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{Continuation Awards - Digingt)

Spedal Education State Needs Projects

Zpeoa Educahon Sfane Meeds Spects
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Student Leadership - Federal (Sdlected Secipiercs
only]

Tide Fact O Subpart 1 N ar D Sfate Agency

Tile T LEF {Consortium Package)

Tie TH LEF {Diskrict Fackaga)

Speod Education 10E5-B and Section 519 [Distnct
Package)

Specidl Education 10ER-5-and Section 515 (ismct o
Parags) |
HRRA CEA Ed Tech Support Carter [ETSC) ESD:
101,112,121

Tkle 1 Fart b Training Propesal - Mini Grant
Prevertion [esvention Sesvices Arogram (Federall
215 COLL Cobort 5 (Contnuing Awards - Distng)
Tile 1 Fart D Education Advocate Froject

Tl I Far D Edursrion Advecate Project

&

Test Web

Indirect Rates

' Grants

Server J

An indirect rate alowad by mast grents helps suborantees bo offset the cost of providing program services, Not all grants allw an indirect rate to be applied, The progrems that
do alkew. an indiract rate are based on either a restncted, wnrestnctad, ar stata recovery percantage. Indirect cost imts ansure that state and Federal moneys are expended for
intanded usas and for Alowable costs, Allowable coste includa expendituras directy traceable to the program [drrect expenditures] plus 3 limited Siowanca for ovarhead o

indirect expendinires,

Select a Fiscal Year
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7. Clicking the @ button on the
Indirect Rates page displays the
indirect rates by type for
organizations by the selected
fiscal year.

Notes:

e Click the Back button to
return to previous page

e Click the Print icon to print
the page.

8. Clicking the Carryover link on
iGrants home page displays the
Carryover Amounts page.

Notes:

e Select a Fiscal Year from the
drop-down. The fiscal year
defaults to the current year.

e Select a Funding Type by
clicking on the Federal
Grants or State Grants link.

Test Web L G5 foo m H

Server Grants y o e e
[Indlrect Rates & x
or 11-12

14003 Aberdzen School Disiric
i School Disri

Fuburn Schaal Distnct
Zainbridae leland Schocl District

Sates Technical Collegs (158 0.0
Zattle Ground Scheel Distict [ 01528
L7405 Bellwue School District 1037 L1573
3730t Belingham Schoal Distna: o 01513
1132 Benge Sthool Distnct 0388 (0.2645
M40 Sethal Sthool Disinct a2 A
20203 Bickleton School Dietnc 10502 01755
Slaine School Distnct 00207 0150
Saistfart Schoal Digrict o0es3 01588

Sremeston School Digkric

14777 Cashmers Schogl Digtrich

Test Web &5 froe

Feedback

Server rants ) i A

Carryover Amounts

The temn camyaver amounts refars fo unspant finds that have been camisd over fram the previcus fiscal year to the next, This tem s apglied to faderal and some state funds,

Select a Fiscal Yar

-2

Select a Funding Type

i Grants

Sighe Grants




9. Clicking the funding type link on Gs o m B
the carryover amounts page ¥ flome s feseds et
displays the appropriate
carryover amounts for all
organizations by form package Z::?:::z - 4
for the selected fiscal year.

2534 A1'WNestBlemertary 366 EETT Peer Conching [Selecied Riecipierts Qnlel
Notes: 283 AT st Bamertary 502 ARtA Peer Crathing {Camynuer Only)
2038 AI'NestHemertary 503 ARAA Teecking and Leaming in the J1st Century (TLILY
H 14005 Aberdzen Schonl Distnct 1 Tile 1, 622 & Improving Basic Programs:
b CIICk the BaCk bUtton to 14005 Abe School Distic 208 Title 1 Part O Subpert 2 Neglected o Delinquen Local Agency
H 12005 Aberdsen School District Fir Title 100 LEP [ismict Package)
return to previous page. 14005 Aberdeen School Distnct i Tifle 1 Far O Enbanang Edu
. . . . 18005 sberdeen Schonl District 5 - ;
hd Click the Print icon to prmt 14005 Aberdzen School Distnck i Furet and Law: Incorne Schocl Grant
14005 Aberdeen School Distic: 7 Spedial Education IDEA-5 and Section 515 (Disirict Package ]
the page. 18005 Aberdeen Schoal Dstnct Special Educaton TER-B and Secton 413 (Dictict Pacicage)
14005 Aberdeen Schol Districk 16 24t Century Community Leam Ceniers {Conbinuing Swards - Cistrict]
14005 Ahardeen School District 428 J1st COLC Cobort & [Con wands - Digtrict]
18005 Aberdeen Schasl Distact 9 ARRATHE L Fart A
18005 Aherdeen Zchool District 485 ARAR Medinney-yentn Homeless Children and Youth
18005 Aberdeen Schaod District 257 ARAA Specil Educetion [DEA B.and Section 613 Carrpover Funds:
14005 Aberdeen School it 45T ARAA SpecH Educatio 515 Carryever Funds
14005 Aberdeen Schonl Distict £l ARA Ttk [T Part 0 {Carmyduer Oriy]
3209 Abraham Lok Ekmentary 366 EETT Peer Coaching (Seleced Reipirts Gnk
3208 Abraham Lok Elementary e ARAA Peer Coamhing {Camynver Only)
3208 Abrakiam Licok Elernentary 503 i
2585 03 AREA Teaching and Leaming in the Jis: Century (TL3L) £1040
2155 346 ching (S=lected Recimarts Only|
11126 i1 Title 1, 82 4 Improving Basic Programs

21236 Adna School District 236 Tiilz 1t Fart O Enhancing Education Through Technolagy




2.4 Resources

1. Clicking the Assurances link on
iGrants home page displays a
page which describes the
purpose of assurances and gives
a list of individual federal and
state program assurances.

Note:

e Select the appropriate fiscal
year from the drop-down.
The fiscal year defaults to
the current year.

2. Clicking any of the program links
displays a page with the list of
assurances associated with that
program.

Assurances .

Assirances represent specific requrements 3 subgrantes (recipent of funds, e.g., schod dstoct) must comply with, The penerd assurance page apples to &l

fadaral and state programs housed within the iGrants systam. Thare are ring compliznce items ranging from fiscal cantrol, fund accounting procedures, and proper record
keaping. This sngle pags must be signed and kept on sits by &l sub-recipients. In addtion to the gensral assurances, soma programs raguire Hher own program assurance
page, e.g., Title T, District Improvement, and Special Education. &ll subgrantaes must enter the iGrants system to fully process each of the assurance pages, whera zpplicabie.

Fiscal Period
1-117¥|

Test Web fororre 4

Assurances

st OCLL Cohort 6 (Continuing Awards - District) for 11-12
| Page 1

Assurances 2011-12

Before completing this cerfification, please read assurances carefully,

By signing the Certificate of Assurances, the duly authenzad representative of tha applicant certifias
that the applicant will comply with the assurancas partinent ta al applicants and to programs for which
the zopkcant & applying, includas but & not limited to:

Compliznce with 3 fedard raguirements of the fedaral 215t Cantury Community Leaming
Cantars ag datailed in Tite 1y, Part B of the Elementary and Secandary education act of
2001, No Chid Left Behind.

The appiicant 3ssures to the bast of histher knowledge and beiaf that the datz in this sppication are
true and comect and that the fing of the application has been duly authorized by the governing board
of the applicant and that the applicant wil comply with the requirsd assurances if fundng is approved.

Project applicants are required ko sign the Certificate of Assurances, certifing that the applicant wil
comply with tha ascurancas pertinant to all applicants and to programe for which tha applicant i
zpplying. The applicant k0 certifiss that they will comply with the genaral assurances listad in tha

consofdated stata application [Grants),

Lood|

Server Grants J g AR e




3. Clicking the General Resource
Information link on iGrants
home page displays links to
supportive documents on topics
such as:

+» ARRA (Stimulus) Guidance

«» DUNS Numbers

< ESEA

+* Nine Characteristics

«» Transferability & REAP
Guidance

«+ Time and Effort

+» Comparability

+» Lifecycle of a Grant

+»+ Dollar Flow (Federal)

+»+ Dollar Flow (State)
+»¢ Faith Based
«» SAS Timeline

2.4 Customer Service

1. Clicking the Take Our Quick
Survey link on iGrants home
page displays the iGrants
Survey Questions.

2. Clicking the Contact Us with
Technical Issues link displays
the technical support contact
information.

Test Web s froe A

SBNBT mnTs ’ Home  Home  Feedhak

General Resource Information

Tha peneral rasources section can be helpful to naw users, as well & the seasonad arents manager, The supportive grant, legislation, and ragulatory Inks and dacuments on
topics such as ESEA, Trensferabiity, and Tme and Effort requrements, are designed to assist qrants managers with grant, repart, and consalidated program review
prepartion.

Test Web : dos fooe A

Feedback

Server Grants y sl

Survey

3
iGrants Survey Questions

We'd like your feedback! “iiommation from this sacet survey will help us determing
items you bke andt items you teel need more stizntion.

We &l know that geting the wers completed, acourste end o Cme s &n impartant
aspect of our every dey work.

Question 1
Haui well does iGrants fulfill your grant submission needs?

1 i , 5
it Wery Well 0 0 a Extrerely So

Bacl

iGrants Contacts

Terri Vatne
iGrants System Administrator
(360) 725-6423
iGrants@k12.wa.us

Jan Burt
iGrants System Specialist
(360) 725-4956
iGrants@ki12.wa.us




3. Enter Form Package Data

The Form Package selector page displays when you login into the iGrants System. It is used to find form

packages that have been created for current or past fiscal years, depending on the fiscal period selected

in the drop-down in the left-hand corner of the page. The form package initially displays with the status

of Not Initiated. The form package pages are sometimes pre-populated even though the status is Not

Initiated. That means the data entered last year has been copied over to the current fiscal period.

Clicking Save changes the status to Draft.

1. The initial view of the Form
Package Selector page displays
once you login into the iGrants
system. The page displays the
list of form packages a district
can apply for.

Notes:

e C(Clicking the Hide link would
hide the form package. This
feature is specific to an
individual computer.

e Click the Include Hidden
checkbox and Search to
Unhide the form package in
the list.

2. The search feature on the Form
Package Selector page is used to
search for specific form
packages.

Notes:

e To locate a form package,
enter the 3-digit Form
Package ID; click Search.

e You can view information
on form package name, ID#,
available date, due date,
current status, and budget
info/status.

o The default is to display
data sorted by organization,
but you can sort differently
by clicking on the column
headers.

Test Web =
Server Grants J
Fiseal[ ST Use Search Criteria or
baroa 1112] Press Name of Form Package Below
Form package seiector D
& Form Packege I0:
O il Pags
Form Packeus Name:
s
@ Funding Greus Typer 4 |
@ Adninetate F."‘ln! Typet 2l -;.l
Bigfrict Hilestana: .‘" |:
“m’,m [ Tnclude Higdan

0B/15/2011 sy
5:00:00 7M.

Suneet Arya Anle Ske Administstor]
Aberdeen School District

Use Search Criteria or
Prass Name of Form Package Below

Fiscal

el L2 2]

Form Package Selector E
‘h Form Package 10: 719
) Rogured Fages.
Form Package Name:
o
Gironts Fuaing Group Type: al ﬂ
@ haminoersios - =
Funting Type: 2 4]
D frict Milastona: a1 _"l
B [] tnehude Higdan
School i
Py i 210 Dt Transitional Blinguat [nsruchior:
Package i
Hide
Congartium
0 Biecta Foen
Rk
Repart Tool

» Brivacy Folicy o Disciimer Cusiomer Support: 1.800.725:4311  @Copvrioht 2004 - 2007




3. Clicking form package name or
the ID displays the form
package detail pages.

Notes:

The contact page is the
default page which displays,
when you click the form
package name or ID.

Enter or update the data as
required and click Save.
The top of the page displays
the form package name and
the current status.

Clicking Set Back to Draft
icon would change the page
status to draft and the icon
changes to Mark
Completed.

After entering the data, click
Save and Mark Completed.

4. Clicking the Application tab,
displays the form package

pages.

Notes:

Enter or update data as
required and click the Save
icon.

Click the Print All icon to
view and print all form
package pages.

After entering the data, click
Save and Mark Completed.

Test Web -

Server Grants J

Fiineet Arva Aok Site Adminstator
Abendeen Sthod District

B st o
Fachage

Fiscal ;) o 774 Perkins (5-Year) Application Mlan {Skill Centers Only}
Period Current Form Package Stetus: Wot Indtiated
e (0 (DD D D @ @D @8

O imiructiont
aw (EYy
“ﬂm Sae Piim
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5. Enter Save data on all the
required pages and mark each
page complete.

Note:

e C(Click Next to navigate
between the pages.

6. Select the Milestone Viewer
from the page drop-down to
display the status of all form
package pages.

Note:

e Clicking the page icon will
display that page.
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7. Clicking the Budget tab displays
either the page to create a new
budget or the list of existing
budgets.

Notes:

e If you are creating a new
budget, click the “New
button which will take you
to the Budget Indirect Rate
Calculator.

e If you are taking less than
the indirect amount
displayed, enter the amount
in the white field, then use
the button
to recalculate the Budgeted
Direct Expenditures
amount.

8. Clicking the Help hyperlink
displays the help page with the
information on Budget Indirect
Rate calculator.
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Budget Indiract Rate Calculator Help

Allocation Amount: This amount should match the Total Budgeted Expenditures cell located st the bottom of the budget matrix.

Indirect Rate: Percantage of grant used for allovable indirect costs. Thesa rates are calculated by School Financial Services.

Indirect cost limits ensure that state and fedaral moneys are expandad for intanded uses and for allovable costs. Allovable costs
include expenditures dirsctly traceable to the program (direct expenditures) plus = limited allowance for overhezd or indirect
expenditures.

Indirect Amount: Maximum ameunt allowed based on the folloving calculstion;

Allecation Ameunt divided by L.(indirect rate) multiplied by (indirect rate).
Example: 5523085/ 1.023 X 0.023 = $20.888

TakeLess, Less than the indirect amaunt can be taken. Hever mers than indirect amaunt.
Than Indirect Amount:
Example: $20,888 maximum amount, Districts choosing 0 to $20,887 is allowsd. If 20,885 or more, 2n alert message vill zppear,

Budgeted Direct Thiz amount iz distributed throughout object and activity cells within the budget matrix . Budgeted Direct Expenditures, plus the
Expenditures: Indirect Amount should equal the Total Budgeted Expenditures matching the Allacation Amount.
(remzinder ta distr

Total Budgeted This iz the grand total of the budget. This figure should match the allocation amount.
Expenditures:
matches the zllocation zmount)




9. Clicking E@ on the

Budget Indirect Rate Calculator
page displays the Budget
Matrix.

Notes:

e Enter/update data as
required; click Save.

e Click Back to Calculator icon
if you need to review figures
from the calculator page.

e Once you click Calculate
Matrix, the page refreshes
to display the calculated
values. Clicking Save will
also calculate the page.

e Enter Comments at the
bottom of the page, if
appropriate, and click Save.

e C(Click Mark Completed to
finalize budget. A check
mark will display in the
budget tab.

10. Once you enter data, save, and
mark all pages complete, click
the Finish tab. The page
refreshes to display icons for all
form package components.

Notes:

e The Finish page will display
a check mark in each icon if
that section is complete. If
there is not a check mark in
the icon, go back to that tab
and make sure all pages are
marked completed.

e Alltheicons, including the
one for Required Pages
(located in the left-hand
navigation bar), must
display a check mark in
order to submit a form
package for Org Review.
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11. Once all pages have been : - Eherdean se
Fiscal o 219 Stata Transitional Bilingual [nst_ruchumll Program
marked compete and you have Ferind Current Form Package Status: Finished
i ini : Profis Fage *"Haly~ W Contact & |* Applicabion s 1* Budg e b o
clicked the Finish tab, click the e D — —
Notify tab to send an email to e

your organization’s iGrants bl

Administrator. o : T

B Ariminge Abrnt To:
cc: seal OFicar altamata - Daris Baly - ddaly@asds.ong, Grant Administrator - thargans asdT.om
N otes: Ciistrict
. Di-;:_-ﬁu}"rum subject;  Aberdeen School District Form Package State Transitional Bilingual Instructional Program (219)(11-12) is Now
e C(Click the Send Message e Eor Tntarsal O
button to send the =K

i
email.

e Current form package status | ="
now changes to Under
Org Review. il

Consortiym

Comments:

12. Once you have clicked Notify Tes?Weh ;EPC! ts .- o5 foors
and the form package has been || el nrs Home  Home foodbak
assigned the status of Under Fonee Ay Rk S 4
Org Review, the form package Fiscll ;1 ny] iGrants Admiristrator Console

i Pl .
can‘ be submitted to OSPI for
review. a’s
0 Brguicn Pages Farm Packages Beady for Internal Review and Request tor OSPT e o . .
Approval: Emeil DSPE tn raquest appreiel for theze do xces,
NOtES: ’ Form Packages Marked Finishad:
Y Submitting a form package D Tl Form Packages In Draft Status:
to OSPI can Only be done by ey Form Parkages All Status Levels:
your organization’s iGrants Okiirien
Patkags
Administrator.
e The iGrants Administrator f?‘.m'
. . Selecta Form
must click the iGrants B
Administrator icon in the S
left-hand navigation bar to Qubiirin
reveal the iGrants (™ i cudges |
Administrator Console.
° Click the @ button tO »Prvacy Pobey  »Cisdammer  » Customer Suppert: 1O00.725.4311  ECopyright 200¢ - 2007

display form packages ready
to send to OSPI for
approval.



13. Clicking the @ button displays
the Request for OSPI Approval
Page.

Notes:

Clicking the Request OSPI
Approval link changes the
form package status to
Requested OSPI Approval
and sends an email to the
OSPI program manager.

Clicking the Send All @
button submits all the form
packages displayed on the
list.

Once the form package
status is changed to
Requested OSPI Approval,
the organization is locked
out and cannot make
further changes.

14. Clicking the Request OSPI
Approval link displays the
Confirmation Page.

Notes:

Click the Print icon to print.
Click the Back button to
navigate to the previous
page.

The iGrants Administrator
can also access the User List
and Activity Usage tabs to
get information on iGrants
users and system usage.
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15. Click on the Notes tab to enter _ &8s ;'* -

Heme Home  Feeddi

and view notes.

Notes: Fiscal 1\ 4y 774 Perkins (5-Year) Application Plan (Skill Cantars Only)
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4. Update Form Package Data

Sometimes form packages are sent back to districts for further work. The form package status is then
changed from Under OSPI Review to Needs More Work.

1. To find form packages that
have been put under Needs
More Work, use the Milestone
drop-down on the Form
Package Selector page. Select
Needs More Work and click
Search. The page refreshes to
display the appropriate
results.

Note:

o Click form package name
or ID to see the form
package data.

2. The tab containing pages that
need more work displays with
a Yellow icon. Pages needing
more work display with a
status of Needs More Work
on the drop-down list of
pages. (If there is only one
page in the form package, this
is not the case.)

Notes:

e Click Req. OSPI Review
once suggested changes
have been made.

e The form package status
will remain as Needs
More Work until OSPI
puts the corrected page
under review. Then the
form package status will
change to Under OSPI
Review.
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5. All Budgets

1. Clicking the

button in the left-hand
navigation bar displays the
iGrants Budget Report page
with links to all budgets.

Notes:

e The Budget Report page
displays budgets for current
fiscal period only.

e C(Click the {D icon to view
the budget status and
history.

e Click the %# icon to print.

e C(Click Access Budget link or
the form package name to
view the budget.

2. Clicking the @ icon on the
Budget Report page displays the
Budget Status and History page
in a new window.
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Budget Status and History

Form Package: 426 21st CCLC Cohert 6 [Continuing Awards - District)
Organization: Aberdeen School District
Grant Number: NSA
Revision: Criginal
Direct Expenditures: £473,808
Indirect Expenditures: £10,796
Total Expenditures: £430,604
Current Status: In Process
Current Milestone: Completed
Current Date: 10/7/2011
Last Modified By: Lynn
Stritmatter-Graen
Last Modified Date: 9/1/2011

OSPI Last Modified By:

0SPI Last Modified Date:

Milestone History

Initiated: 9/1/z011

Completed: 9/1/2011




6. Report Tool

The Report tool is used to generate and print a report. Currently, clicking the Report Tool icon in the
left-hand navigation bar takes you back to the Form Package Selector page (see section 2.3) where you
can search and print the form package data.

Note: iGrants is working on a future enhancement that will enable districts to run form package reports
and download as Excel documents. This section of the user manual will be updated with instructions on
how that works once the enhancement is in place.
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(See section 2.3 for details)



Appendix A - Adjusting the Browser Settings

£~ Login - Windows Internet Explorer

1. To ensure that screens and il
. G;~- 1] b tstovebde bt oo K 2w Lo =
reports display correctly, Fe S New Focrles Tkt
use Internet Explorer (IE)as ~ “ # @
your Web browser. You
may need to adjust the
browser settings for IE. In

Please type your username and password to login.

Diaketa Erossing Hetrey.,

Froprup Blacker .
Fhishirg Fitar 3
Manage Adders .

Wk Cffie
Windows Update
Ful Screer F11
w MernaGar
Techars »

the top right-hand corner

Username: [

o Massenges

Password: |

Eargat your password? ==

of the browser window,
click on the Tools icon. In
the drop-down list that
displays, select Internet
Options.
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735.4311  TCopyrighs 2004

antame: A Lol

2. A window will display with

Internet Options. On the B =ik Wn Foalie Tk
General tab, under the

heading Browsing history
click the Settings button.

Internet Options

Hame pege
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3. Another window will
display with Temporary e
Internet Files and History & A @ = B8 &byt Qs
Settings. Under the heading aaree - bs @ A
Temporary Internet Files,
select the first radio button n .

Tanpeeary iernet F e and password to login.

that says Every time | visit i b il

. Chedh foi rrswar varsions of stoeed pegss:

the webpage. Click OK. e
{3 Ewery tana [ stavt Ineemet Explover
Crbomaticaly
bt

Cisk space ba use (6 - 1024bE]: 1o 8
{Recomrieresd; 50 - 250ME) :
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[ roverokder . | [ vewobjedts | [ vewbes |

Hetory

Specify how ey days Inkesret Explover shoukd save the Bt
of websites you heve visked,

Diaws bo beep pages i Histors: 2
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4. This window will close and

the Internet Options e
A | iegn I | fi- & - [Py ok T

window will display. Click
OK again to close this
window.

5. Your browser settings are
now adjusted and will
remain the default each
time you open the IE

&
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