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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

OSPI program staff can use this training manual to learn how to operate the iGrants system and
generate data exports and reports.

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.

X3

S

Educational Service Districts

X3

8

Non-Profit Organizations

X3

S

Colleges and Universities
OSPI Program Staff (After obtaining iGrants permissions from Customer Support,
contact iGrants for access to specific form packages.)

X3

S


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

1. Logging Into iGrants (All Users)

1.

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.

what weuld you like to do?
e View my applicationg

= Visgw my application parmissions

= Edit my personal information
» Change pessword
= Search Education Diractary

® View Secunity Managers

= Elany Bolicy = Radlaiar = CUEIEr S a1 B00. 725, 42T ]

dos @ =

Home

SICopyright 2004

Fhelp

Feedback

& Trienet
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Note:

Note:

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 does not
display the iGrants link,
contact Customer Support
at 1.800.725.4311, Ext. 1.

Clicking iGrants on 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.

Test Web

Server y

Home wappﬂcaﬂnns profile

*» Application
List

» Application
Roles

» Education

Directory o ) .
» EDS ‘ou have access to the applications listed belos. Click on the applcation you want to access.

My Applications

Direchory

» Sequrity
Manager
List

1f you need access to more applications, pleass contact yoor Dis ity Menager,

[Education Dats Svstam|

Elet Certification

»Privacy Palicy  »Disclimer  »Customar Suppart: 1.800,725.4311 £ Copyright 2004 - 2007

Test Web - i i
Server CII'ITS f Home  Home  Feedback
I Need To...
» Login To iGrants

(el arganization Usars and 0SPT SEafT)
lick here fo

Narmated Tutorials

Hessage Center: Resources; Customer Service:

® Hessage Center £ Hew ol ackEns

Blert!

0 Haw
Funding Cpportunities

@

Current Uzers. 1

3Privacy Solicy - » Dischimer » Customer Suppert! 1800.725.4311




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

Ahbreviation FP; Fomm Package - OPEN: avalable - Closed: Unavailabi= - Tn Devebopment: Under Constuchion

Server "éércnts y

Press the name of the fom packsge to sccess the puposs and other profile information.

Stata Sthoal
g Grart District

L F__IH-EZ'{

e Schoal

Princpals Open &
dssncisiion
AWSE

Early Learning ‘Open &/3F/201L TAIS20L

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

Zpecizl Open BA[Z0LL F/H20IL

Frograms and
ferdaral

G

Lrid3 Themas
AWSE
380.357,7951
lindagansp.om

Pereadas Eckroth

Program Support
3607254952
merpedes.eckrothil 2na. s
Fereedes Eckroth

[ s eckroth@icl 2 nas
Gayle Fauley Steve Shish

Dirctor Bpportionmznt:

Steva 2hishBki2 vaus

I

380.725.5100
gavkpauley@kid wa.e

Tnddy Hess

Program Supery|
Iod7as-6230

Jody HessBicldum g

Sandy Beredet]

Frogram Suppart

60-T256101

sandy.benadetighil waus

=3z fauley Steve Shich Go
Direcor Apportionment

3501 IF5E100 Sreys Shichftkt 7uwa e




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
251

- 21s Cantury Comminity Leam Cerers

a iﬁrn-—!s |

Home Home Feedback

21t munity Leam Certers (Conbrong
tyards - Censoetium)

{Continuation Awards - Digingt)

Spedal Education State Needs Projects

Zpeoa Educahon Sfane Meeds Spects

g munity Learn Cerkers (New

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

iy @

3 Sy o)

3 Cuzomae Suppar t BON 375 4311

Ceasikt DML

2007




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




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

2.5 Customer Service

1.

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

Test Web 2 P
SBNBT lIGmnTs , ﬁ i:nw Feechack

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, Transferabiity, and Time and Effurt requiraments, are designed ko assist grants managars with grant, repart, and conselidated program review
prepartion.

Bac Print

iGrants Contacts

Terri Vatne Jan Burt
iGrants System Administrator iGrants System Spedialist
(360) 725-6423 (360) 725-4856

iGrants@k12.wa.us iGrants@k12.wa.us



3. Review Form Package

1. The initial view of the Form
Package Selector page displays
once you log into the iGrants
system. The page displays the
form package search fields.

Note:

e Before entering the form
package ID, select the
appropriate fiscal period by
using the drop-down.

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

Notes:

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

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

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

e Selecting Form Package: All
and clicking Search will
display all form packages to
which you have access.

Test Web

Server | Gm nts J

:;:F::l 11-12 v
Form Package Selector E‘. .3
romFedese o a1 |
Dm&sjh"" Organization Name:
Form Package Name:
" GroipEmai

Form Package:

> Frivacy Folicy > I » Customer Supgod: 1.800.725.4311 Copyright 2004 - 3007

Home

=St Arya Rolet Site adii

6“ is.— ante vl

Home Feedb|

Superintendent of B

&5 foo 4 M

Home Home  Feedback  Logout

Suneet Arya’ Role: Site Administrator
Cfice of Supenntendent of Public Instruction

Form Package Selactor @
Form Package ID: |&|

Organization Name: | |
Form Package Name: | |
Form Package: @3

by ate
08/26/2011 Funeet

Lrya

Aberdeen
Schoo!
District

08/30/Z0LL Needs Morg
Wark

hoo
Distrct

) e
&nacormes  Anecortes Schoot 219 State

06132011 7/1/2011 Pam 08/25/2011 Alyssa  08/22/201L Needs More
School~ Distnct Transitional S:00:00 Estold Wastall Wark
Diistrict Bilingual FH

Instructipnat
Fr=m-

Arlington noton School 219 5tate U6/1372011 7/1/2011 Amig 08/28/2011:Alma | 08/22/2011 Meeds More
Sehaol strict Tran: 5:00:00 Werellzn- Chacan Work
District FM Grubbs

completed

Origingi
£210,244

Completed i

Originz!
£51,122

Completed Wil

Onainzl
£153,538




3. Clicking form package name
(link) with status of Requested
OSPI Approval displays the form
package Begin Review page.

Notes:

e  Selecting the Email
(Optional) checkbox and
clicking the Begin Review
button will send a
notification email indicating
the OSPI review has begin.

e C(Clicking Begin Review
changes the form package
status to Under OSPI
Review. (The top of the
page displays the form
package name and the
current status.)

e Clicking Begin Review also
provides the icons (Needs
More Work, Under OSPI
Review, etc.) necessary to
process the form package.

4. Clicking the Contact tab displays
the form package contact page.

Notes:

e User can update data as
required and click the Save
icon.

e C(Click the Print icon to view
and print the page.

e Asyou navigate through the
tabs, the tab color changes
when selected.

BI'VEI' ! ’ Home Home

65 é-‘:m: - ]

Feedback L

Buneet Arya Folet Site Admini
Mosss Lake Schoal District

Q Profils Page

@ Instrictions

D Selock 2 Form
Feckage

Report Tool

a’®

Q Roguired Pagos

219 state Transitional Bilingual instructional Program
Current Fom Package 5tatus: Reguested OSPL Approval

This Form Package Now Ready For DSPI Review.
Press Begin Review button and check optional email check box to begin review.

5 Dierlzimer 3 Cuctomer Siinnad: 1,800,775 4311 ECnnvrinht N0 - 2007

3 Criwary Tolicy

Fiscal
Period 11712

@ Pmitds Fage

B Inetructionz

@ Seivat a Fonm
Package

o>

© Roguired Pagos

219 State Transitional Bilingual Instructional Program
Current Form Packags Status: Under O5PI Review

& o

Save Print

Al
Contact information copied over from pravious fiscal period
4 Please verify for accuracy.

Title:
Last Name:
First Name:

Alternate’s Last Name:

Altcrnate's First Name:

E[_)a\.'e
Address: ggaw‘ .[vy fve
£V Hases e
State: v
Zip Code: .935;3?
Phone;

959.999.2999 w959

509.766.2650 <2722
Alternate's Phone: [509.765- 2650

| [59%1999-3993 %939

ke |(c00; 786-2678




5 Clicki ng the Application tab Fiscal ;4 1o 219 State Transitional Bilingual Instructional Program
. y

f Period Current Form Package Status: Under DSPI Review
displays the form package : . .
play . P & © Proi Page (“Help— W" Beoin Review 1" Contact & 1" Avpiication 1" 1" Budoet & 1" Approval & I Notes
pages. (This tab could also be _ ]
called RFP, Agreement, or guthnt T [7age 1 - Use of Funds (Comletsd) | =D
Report’ dependlng on the form Q B . n - ~ Modified By Modified On  Modified By Modified Dn
r - = By Org. By Org. By OSPI By O&PI
package type.) oggfhﬂuaeﬁm\ Coofen G Nl el Agme P P Al M;i;-(SIE_Eu 6;{..325?.‘_ MEI:;-g;n s;f ,-J"]l
Notes: e
i Page 1
e  Select a page and click Next e
or use the drop-down list to D Roauired Paces 2
5o of Funds
navigate between pagES. TBIP Funds CANNOT be combined with other funds in Title I schovlwides.
e Before a form package is
approved, the header bar Gl
below the page drop-down Estimated TBIP Allocation: $57,728
displays the icons Save, _
For mors information on the allocaton calculation, please refer to the Cateqorical
Completed, OSPI Review, Calculation Model
Needs Work, Approved and
Approve A” Student Summary Information
H H H ick here for gquidance awvailal F COm, i is 8.
e Click the Print All icon to e R

view and print all form
package pages.

6. Click the Budget tab to review Test Web . &os i“""“*‘ a R
budget information. The page e

refreshes to display the budget
selector page.

Home  Home Feedback Logout

Funest Arva Role: St Administator
Chehalis Schoal District

Fiscal |, 219 State Transitional Bilingual Instructional Program

Period Current Form Package Status: Under DSPI Review
Notes:

e The budget selector displays [ 9% @ €I @@ EED CEH EXD @

all budgets regardless of § bt
status. T e (8IS et ot e 1)

e Toview a budget, click the /e G @ @ il mEe e o620t 457,74
appropriate budget link. 0 fekctaFomn
. . . . Pania
e Click the Print icon to print 2
the budget matrix. KT




7. Clicking the @ icon in the Hist.
column of the budget selector
page displays the Budget Status
and History page.

8. Clicking the Access Budget link
on the budget selector page
displays the appropriate budget
matrix.

Notes:

e The header bar displays the
processing icons. The same
control bar also displays at
the bottom of the page.

e Click the Back to Calculator
icon to go to the calculator
page. The budget calculator
provides details such as:
+* Allocation amount

Indirect rate & amount

Direct expenditure

amount

R/
0.0

R/
0.0

Form Package:

Organization:

219 State Transitional Bilingual Instructional Program

Chehalis Scheol District

Grant Number: N/A
Revision: Original
Direct Expenditures: 543,783
Indirect Expenditures: £7.343
Total Expenditures: 57,728
Current Status: InProcess
Current Milestone: Completsd
Current Date: 9/24/2011
Last Modified By: Pat
Soderquist
Last Modified Date: 6/30/2011

OSPI Last Modified By:

0SPI Last Modified Date:

Initiated:

Completed:

Milestone History

6/30/2011

6/30/2011

805 foors A

Heme Home  Feedback

5]
-_—
Logout

Puneet Arya Rele: SitE Administrator
Chehalis School District

219 State Transitional Bilingual Instructional Program
Current Form Package Status: Under OSPI Review

o - R Fodifizd By Hodifled On Modified By Hodified On

2 e Sﬂ% N W B DB v |ﬁ o dyom EOsL sy oS

e Bxilo o CaTpEed . L. et i
ESD: CoDistID: Cuganization: ‘Grant Mumbes:
Educational Service District 113 21302 Chehalis Schoel Distact
Form Package Name: Revenue Acceont Number: Subs Program Hurmber: Fiscal Penied:  Beginning: Ending:
213 Statz Transitional Silingual Instructional Zrogram 4163 | 1t-12 512011 | 832002
Fiscal Officer; tact Phone: Category: Budget Type:
Heather Pinkerton 360-E07-7200 o 2011-12 Funding Originz|

Object of Expenditure
Suppliss Tnstr,
Dbit Cradit Galariag- Salarias- Benafits Rezourres. & Purchacad Capital
TrancFor Transfer  Cortificated Classified BPayroll Taxes  Mon-Capitalized Sarvices Travel Cutlay|
Activity Totel 3 1 2 3 4 ] 7 8 9

15 Public Relzations 30 | | [ 1T
21 Superv. - 0 frrcd
Instruction
22 Learning 20 e
Resources
23 Principal's Office 0

24 Guid. & =0
o T




TTENAE SOR0 DTaTeT

9. Theiconsin the header barare  {—
used to change the budget perod !
status.

0 Profis Page

NOtES: 0 Instncions
e C(Clicking the red icon

changes the budget status N
) Seiecta Famn

to Under OSPI Review. Py
e Clicking the yellow icon
changes the budget status
to Needs More Work.
e C(Clicking the green icon
changes the budget status
to Approved.

) R Pages

219 State Transitional Bilingual Instructional Program
Cument Fom Packags Status: Under DSPI Review

P - Hodified By ModifiedOn — Mofified By Hodfied On
Y
Cami Bxilo e Coled OOy Nemb dpuowr Pre Db Pt BEDENL finsst 327001
M (Bodae fiehw B bop -, st 3 fye 3EAN
ES: ColistD; Drganization: Grnt Humber:
Educetional Service Distnct £13 e Cnenel Schad Dswict
Form Package Mame: Program Hush Revenue Namher; _'“
15 SteteTransinena! Bilgu! Instraction! Frogram 53 #1585
Fiscal Officer Bulget Canact Name: Bulget Cantact Phase: Categary:
Heather Anketon 380-407-7200 111 Fiinding Origiel
Dbject of Expesditure
Supples Instr,
Dehit Oefit  Salaries- Salaries- Benefits Resnurees, k Purthased Capital
Tnsfe  Transfer  Cestificated Oessfied &Pyl Taxee  Wonlapitslzed  Serviss Trauel Oublay
Ativity Tatal L] 1 1

3 4 § 1 ] [
13 Public Relations bl £ b1 - . -

1 Superv. -Instraction =

17 Lezming Resouroes )

13 Principal's Dffice 1] T K

10. Clicking the Approval tab
displays the approval options.

Test Web |

Server Grants J

G805 oo

Home Feedback

Homa

Logaut

Puneet Arya Roles Ste Administator]
Chehalie School District

Notes: Fiscal 1 1
e Select the appropriate P

D Instrictinns

option. Click the @ button
to bring up the email to
send to the organization.

) Requinad Pagoe

219 Siate Transitional Bilingual Instructional Program
Currant Form Fackage Status: Under OSPT Review

{~ielp— W™ Begin eview - -~ L Contact & T Applicatcn & 1= Bidget i~ 1™ approval 5™ 1~ otes ]
approval Options E‘ﬂ"?

ke Notificztion Emsil

@ Tzzuz Halé on Funss [Unsl Corrscsvs Sesons Resslusd) Mot sasizn Smai

» Privacy Palicy  » Disclaimar ECopyright 2004 - 2007

* Customer Suppori; 1.B00.725.4311




iy
° CIickingE)gg on the =
approval options page
displays the approval help
option page which describes : — . . .
. Below wou will find definitions for using the OSPI approwval options listed under the
the various approval Approwval button. The approwval button is viewed only by OSPI iGrants personnel for
. use in approving an iGrants form package.
options.
Set Status Back To The decision to change the status from Meeds More Work to
Under OSPL Under OSPI Review may occur during your review. This
Reviews: option is there just in case.
what To Do? Press the go button to change the form
package status from Meeds More Work to Under QSPI
Rewview.
Issue Substantially | Issued mostly by federal programs, this email is sent to the
Approved Email: organization fiscal officer, federal projects director and
program contact. This email message states that the form
package contents such as the application and budget are
substantially approwvable; howewver, additional review and
processing needs to take place.
What To Do? Review the overall contents to see if the
contact page, application and budget hawve been submitted
correctly. MNext, {optional} issue this email by pressing the
go button to inform the organization their submission is
substantially approwvable.
Issue Unfunded Issued OMLY for competitive grants, this email thanks the
(Competitive organization for their request for proposal submission and
Grant) Notification notifies them that their submission was unsuccessful.
Email:
MAflms T Fva T Do e il ; a n
11. To change the status of a form Test Web |

package to Needs More Work Server rants

or Final Approved, you must
select and send the appropriate Fiscal |4 o 219 State Transitional Bilingual Tnstructional Program

Period Currant Form Fackage Status: Under OSPT Review
I H r P o . e —
terEa' listed under the Approval  § | | = oz om0 I COEE €50 @5
an.

D Instrictinns

Approval Optinns il

Notes:

Q;::k.:;tmm vk Notifizztion Emsil

e The Final Approval email
will not appear on the list of
approval options until all
form package pages and the Dﬂ
budget are approved.

@ Tzzuz Halé on Funss [Unsl Corrscsvs Sesons Resslusd) Mot sasizn Smai

» Privacy Policy  » Disclaimer  » Customer Support: 1.B00.725.4311 ECopyright 2004 - 200




e C(Click the @ button to issue
Needs More Work email.

e When you attempt to send
the Needs More Work
email, the system will
automatically display an
message prompt. This is to
remind you to make sure all
the pertinent pages and/or
budget have first been
assigned the status of
Needs More Work. (If you
do not complete this step,
the organization will not be
able to make the changes as
requested.)

e Enter message in the
Comments section and click
the Send Message button.

12. Clicking the D button next to
Issue Pending Approval Email
displays the email to send.

Notes:

e Enter message in the
Comments section and click
the Send Message button,

or

e Click the Cancel button to
go back to the approval
options page.

=i T
Fiscal 45 45 219 State Transitional Bilingual Instructional Program L
iPericd Current Form Package Status: Under OSPT Review
0 P Page “Fela~ X Bagin Review ([ Contact b1 appication & " sudget & I dpproval & 1 Motes
Q Inztrusticns
% {“end wessoge Y Carcelle)
9 Belesta Fom
Patkags
" Report Toal
= From: L
To:
‘h ce: £k L2 w305, Ban Thomas - hthamas as6155 nrg, Punzer &na -
) Roquired Pagor
subject: ﬁoﬁpo-vil.l.e .;i.é:.hnu-l..IEI_Ist.r.].&.?::r:.n.K_J.ackag.l.e_§a-t.e T_rang_himal ﬁﬁ{néﬁal Instructional
Program {219}11-12} Meeds More Werk Before Final Approval Can Be Issued
Message: - Form Frckage Nes2 : Nstificstion To #ll Apgl izakla Staf]
Toa
M
=r
tfyou have any questons. plesse contact the OSP1 progrs m office rezponzibls for this form package
Thank vea Ied

&5 iﬁrr_vﬂF -

Home Home Feedback

Bunset ARys Raler Site Adm|
Coupzville School Disinct

@ Foquired Pages

Fiscal 5 44 219 State Transitional Bilingual Instructional Program
Period Current Form Package Status: Under OSPI Review
O Puatils Poge [Tl W BeginReview [ 1" Contact i 1" Application i " Budget & _{* Approval ‘B 1" Notes |
@ nstructions
< = G2
@ selecia Form
Parkage
Report Too|
From:
To:
e

Funzst Ary 2

Subject: ( ;aupe\.:'li I 8 SChI)D]DIStﬂEt_F 6 r-m Pa culmge_St;i.é-'l'.f.nnsiii_o noi _Bllmgu al Instructional

Message: = Waiting Sinal OS2 Approval Notficagon

rd te 21l 3pplicable staff)

ton; Tnifisl reviéw indic ae=s that all form packnge
rovzhle form, Final approvalis coatingzrt upan further

antact applicants for amy 3
must rake place o

‘erinformatien 5 necssssny. Thiz
rovzl emzil being sent

ional clarificaton =

Comments:




Test Web

13. Clicking the @ button next to Server };ﬁmnfs y e VT O He
Issue Hold on Funds displays —_—

FunestArya Role! Site Administrato]

aﬁ iﬁ—urﬂs - E

the email to send. _ = : Caupesille School District
Fiscal 4, 45 219 State Transitional Bilingual Instructional Program
Pericd current Form Package Status: Under OSP1 Review
Notes: @ Prote Poip Wl J™ Bagin Review -~ ["Cantact & ™ pplication |~ ™ Hudoar & 1
e Enter message in the irauane
Comments section and click _
= [“Send Hossage J*Cancelip)
the Send Message button, O ikt rem
Or _ Fi hil
. rOm: gram - dl_stzezhiling
e Click the Cancel button to I GrovpEnal ) S T
To:
go t‘)aCk to the approval & L 1] Thomzs - Dthomas ©esdi8%.0rg. Funsst dryz -
options page. O iquied Pages
Subject: .C-uaﬁﬁe_samaluI-)i.sil-'i-c-l-F.cl_rm-l;a-l;i-ing_eé.tnEe_Tr-un;l-iunul_iiii-iﬁq:nI Instructional
) Has Been Placed On Hold Until Corrective Actions Are Fulfilled
Message: = Actizns Are Fulfilled Netficztion
14. Clicking the Notes tab displays Fiscal |, 13 B o Lo s ion e s O
the email history between OSPI T
program staff and organization 0 arieton >
users. All system-generated e
emails are recorded in Notes. 0 ekt réom S
This page can also be used to
write anecdotal notes. (" Group Email ]
og__b,_.“ Larry 10/14/2011 ;?m- Padcalge Mnlesmng sat to Final Approval
N Otes H Fazzan dt;,::m“s:::?mm
cs::;;;:usd.wadnemedu
e To add notes, enter the %5:“52}2‘3"“;""5“2"‘& HEcksd wedret.od
message in the empty field ot v
and click Add. The system STE)I113) o beer Apsroued for Centra Kisap
. . iy ey
will automatically add your Oraanisation: Cartral Kitsan School Distrit

name and date of the
manual entry.

e If for some reason you need
to edit or delete a note,
contact the iGrants
administrator for assistance.



4. Approve Form Package

Once the review process is completed, form packages are approved by program staff. The form package
status is changed from Under OSPI Review to Approved.

1. To approve a form package, all
application pages and the
budget must first be approved
and display green icons. (The
Contact tab icon will always
remain white but must display
a check mark to indicate
completion.)

2. Once all the application pages
and budget are approved, the
final approval email option on
the Approval tab becomes
available.

Note:

o Click the @ button next to
bring up the Issue Final
Approval Notification
Email.

805 geor- @

Home Home Feedback

Punest Arya Rol=t Ste Ldmil
Zillah School Distnct

Fiscal

Period 1112

Q Protile Fags

© nstructicns

© Saloct s Fhrm
Package

@ Requirel Peyes

219 State Transitional Bilingual Instructional Program
Current Form Package Status: Pending Approval

™ Siinreview " 1 conace & X hopiavan -1 “sudger =T soprovat & 1 ores

Page 1 - Use of Funds (Final Approval Issued)

| =D

. - = Modified By Medified on  Hodified By Modified On
Q D . ﬁ q v By Org. By Org. By OSPI By 0SPI
Save  Needs  Appuoved mﬁu Prind  Print All Cindy Bf23/20L1 Funzet 5/24/2011

o, Gamache S48 AM Arya 5:33 FM

I'-'agel.|

Use of Funids
TBIP Funds CANNOT be combined with other funds in Title I schoolwides.

Estimated Count
Estimated TBIP Allocation: 5127,464

Far more information on the zllocation calculation, please refer to the Cotegorical
Calculation Medel.

Test Web

Server iifEir‘an'rs o/

6[5 iﬁr:lr.ts -

Hoeme Home Feedback

Punest Arva Role: Sie A
Zillah School District

& Profile Paga

B Instructions

@ sekect 2 Form
Prckaga

Bl

€ Renuires Pagas

219 State Transitional Bilingual Instructional Program
Cument Form Package Status: Pending Approval

& D @D @
expan?

ous Back Te Under OSPT Review

Approval Options

ng Approvel Emal

work M otification Ema

€D 1=mu=Hold o0 Funcs [Until Carre stz Razolved) Notificatizn Email

@ lzsus Timsl Approvsl Metificstion Smai

» Zrvacy Bolicy > Dizelal » Customer Support: 1.800.715.431L

€ Copyright 2004 - 2007




o (50} ) Test Web
3. Clicking the button displays

Server GF‘QHTS [ Home  Home  Feedback

the final approval email page P R
Zillah School Digtnct
Fiscal 4, 49 219 State Transitional Bilingual Instructional Program
Period

Current Form Package Status: Pending Approval

Notes:  Profie Pege " eginReview & [ Contact & 1" appiication 1" 8udget. |- 1™ approval B 1 Nutes J

e Enter your message in the L
Comments section and click - .
NN Slll‘llhinp Fancel
the Send Message button. 0 ¥ il
Report Toa
From
Group Email
To:
Q Fequired Pages Arys EkiZwaus
Subject
Messago:

GRANT AWARD NOTIFICATION {spclicsble anly in form sackeges requinng budzet submissions|

Crganizasien miist keep any supparting dacumsntatian (i spplicable) an fiz.

= dzzeribad in the 1Erants form packags in the :mount shown, The funding dstailz

ancs with tha 3 i mith tha

cribad in the iGrants

4. Once the Final Approval email &5 Foore w8

has been sent, the page .. ' Home  Home  Feedback

refreshes to display the final ' Puncatheve Role St

approval confirmation poried 12 T Clnant P DetiL g i P MMM

message. S P te ) Soginfieview L~ [l Contot b Y Applicabon b 1 Hudgat & 0. Apwtoval b1 JC Netes ]
Qe it Fovi PACkaGE e beci AFowads. TRl

4
© Saleck a Foem
Pasiags

Report Ti
" Group Email

@ Fequined Fages

» Privacy Palicy  » Disclaimer » Customer Support: 1.800.725.4311  ECopyright 2004 - 2007




5. Group Email

You can use the group email notification to inform district/ESD officials of a new form package and to

communicate with their specific form package contacts.

1. To send group emails, click the
Group Email button on the left-
hand navigation bar.

Notes:

e Select organization
recipients and click the Add
button. The page refreshes
to display selected
districts/ESDs.

e Select Official Types by
checking the box next to
the type.

e To send messages to
specific program contacts,
select the form package
name using the Select
Specific Form Package
Contacts drop-down.

Notes:

e Enter recipient address in
CC, if applicable, as well as
the Subject and Comments
sections.

e Use the Browse button to
upload any attachments.

e C(Click the Send Message
button to send the email.

e Clicking the Cancel button
will cancel and reset all the
fields on the page.

Test Web ‘

Server ‘Grants J

éx i('ir‘ur-.ts L. | ﬂ

Hame Home  Fesdback  Logout

Funsstdrya Role: Site Administrator
Office of Suparintendent of Public Instruction

10 Suloet a Form
Pachage

Group E-Mail By District(s)

Select A District(s)

District(s) Selected

Select District Official Types

Educational Service Distict 101 s
Educational Service Distrct 105 =
Educzftional Sarvice District 112
Educational Service Distnct 113
Educational Service Distnct 123
North Central Educational Service
Northwest Educational Service Dis
Olympic Educational Service Distri
Puget Sound Educational Service
Aberdaen School District i

<< Remove

[l zuperintendents
[iscal oificers

[ rant Adminise-ators
[Cigran: wriers

[oistric: Administrators

Group E-Mail By Official Type For All Districts

Betie <select Spacific Form Package Contactss
Form
Parkage
Contacts
Only:
Send to R
District Salect Distict Officialss x|
Officials: d

EWyI3.03TAEE EEE0 L TZ.07G, VIC RODEFLE - VIC.TODErtE ERET,

Willizms - vwilliams@chsdinet, Victoria Hodge - vhadg

Wivian Knapp - vknzpp@pzesd.org, Wally Lis - wlis@ql

H Nayns Leanzrd - way

Wayne Massis - wmassiz@sheltonschools arg,
arris@northportschools.org, William Detmaring -
uz, William Lahmann - lahmznn@ William Mester -
william Rasplica - wrasplica@fps. willizm Wadlington -
: 2du, 7ane Wells - 2wl @gamslwednar.ed

CcC: Punest Aryz - PunsetAryz@k12.mwa.us
Subject:

Comments:

Attachment:

» Privacy Policy > Disclaimer > Customer Support: 1.800.725.4311

Browse.

@Copyright 2004 - 2007




6. Report Tool

The Report Tool is used to generate reports. Using the Report Tool, you can view, print, and generate
reports as Excel output.

1.

Click on the Report Tool button
in the left-hand navigation bar
to access the Report Tool.

Clicking the Form Package
Status tab displays a page
which allows you to list a form
package or budget by status.

Notes:

3.

e Use the drop-down to
select report type.

e Enter form package ID and
customize the other fields
to generate desired results.

e Click the Search button.

e C(Click the Export to Excel
button to save data on your
personal computer.

Clicking the Form Package Data
tab displays the report selector
page with the ability to select
individual data fields to be
displayed on the report.

Notes:

e Select the form package by
using the drop-down.

e Select form package page.

e C(Click the Save Report to My
Reports checkbox to select
the data elements to be
displayed on the report.
(You can only select data
from one page for each
report.)

e Enter report name and click
Save to save the report.

o Click @ to view report.

rver (LT J Fome  Home

e -129]

i@ Select a Farm
Fachage

Report Too

éﬁ z.[:: rants o]

Feedbac|

PUNEEt Arva Role: Site Admin
Cffice of Superintendent of Pub

e " Form Package Data 1" My Saved Reports __[Dther Niscellaneous Reports
Report Selector (Form Package Status Report)
Report Type: —Form PM!E
Form Package I0: 219
Form Package Name:
Form Package: H|9
2;:': ;:fzt‘:—lsc-m HVPE Schaol District "i
Drganization List
Organization: Al v1

Drganizotion Name:

Form Package Milestone: All

E3

Budget Package Milestone:

Show/Hide Detail Columns: Il
Form Package Report Only

ﬁ iﬁru s ol

Home Home  Feedback

‘Punest &ryz Aoler Site Adminis
Cifice of Superintendent of Publig

2 Selecta Form
Pachage

Reporter Selector (Form Package Data)

Farm 426 - 21st CCLC Cohort & {Continuing Awards - Distict)

Packaga:

Form - e w

page:  Page 1- Assurances Page umoer 1 | @

Save The more data that is expected to return, the longer the report will toke to generate.
Report 1f the desired report is expected to be lengthy and it is not necessary to return every
To My column in the report, check the Save Check box to the left select the desired columns,
Reports: and click on the Save button instead of the Go button.

This will sharten the time to generate the report.
My Report Name:

Select Any or All Columns Below:

Seleccall  Zslsct None

Onzme OfFroject [ assurancetitls

[Tassurancefep []2szurancedate




roel ]
e C(Click the Export to Excel

&>
button to export the report

in Excel format. 0 deielirim
Pachags Print

" Report Toa Reporter Selector (Form Package Data)

W Eomy 426 - 21st CCLC Caohort 6 (Continuing Awards - District) ¥
Package:
Form - =5 ¥
Wdne: Faga 1 - Assurances Page Number 1 u @
Save [7 The more data that is expected to return, the longer the report will take to generate.
Report If the desired report is expacted to be lengthy and it is not necessary to return avery
To My column in the report, check the Save Check box to the left select the desired columns,
Reports: and click on the Save button instead of the Go button.

This will shorten the time to generate the report.

Export To Excel Koo

Tacoma IMPACT  Elizabetn Director 08/25/2011
Frausto
=i
Distnct 121 )
Educational Educational ESDlZJ__Cuhurt‘ﬁ Bruce Hawkins. ESD 123 06/30f11
SEMViCE Service District Ons Vision Supsrintel
District 123 123 Parmership
Olympic.  Cape 05401 Cape Flattery REACH-Reach, Kendy Ritter  Supsrintendent 087182011
Educadcnal Flagery School Distric Excesd, Achieve,
Service  School Challenge, Maks
Digtnct 114 Distrct it Happen
Educations| DesrFark 32412 Deer Park Stepping Stone  Trawis Hanson  Director of o241
Serice  Scheal School Digtrict Curriculum and
Dickrick 101 Muickned Terhnalaay

4. If you didn’t export the report Test Weh | < I
to Excel when you run the ﬁs"L—/ Home  Home recauack
report, you can do it later by - Pt R Sie i
clicking the My Saved Reports Fecal T )
tab which displays your saved

reports.
O Selnci a Fiem 4
Notes: i -
) Report Selector (My Saved Reports)
e C(Click the report name link T B sl B et b el

to display the report. ~ ReportName

. Edit Columns Remowe from List Test 1
e C(Click the Export to Excel

i
button to export the report oo o Bl e
n EXCEl format. Puget Fuget Sound Tacoma IMPACT Elizabeth Director 08/25/2011
. . . . Sound Educsticnal Frausto
e Click the Print icon to print Rt et it
District 121
the page. Esuzational Sducstienal ESD123 Cohort & Bruca Hawiins ESD 123 oe/z0/11
Service Seryice District ane Vision Superintendent
District 123 123 Fartnership
Olympic.  Cape 05401 Cape Flattery REACH-Reach)  Kandy Ritter  Supenntendent 08/16/2011
Educational Flatiery School Disticc Exceed, Adigve,
Schoal Challenge, Maus
Districk 114 Cristrict it Happen
Educational Deer Park 32412 Deer Park Stepping Stone  Travis Hansor Director of 9/24/11
Seevicz  Schadl Sehaal Distric Curriculum and.

District 101 District: Technolagy




5. Clicking the Export to Excel rFile Download E
button displays the dialog box

to Open or Save the report in
Excel format.

Do you want to open or save this file?

[r;' ] Mame: Repark.xlsx:
Bl Type: Microsoft Office Excel Worksheet

From: eds.tst.ospi.kl2.wa,us

Open ][ Save ]|_ Cancel

harm pour computer, If you do not trust the gource, do not open or

|§ YWhile files from the Intermet can be uzeful, zome files can potentially
zave thiz file. 'Whal's the rzk?

6. Clicking the Other Test Web | 805 g

Miscellaneous Reports tab lists | Server rants et S s

other pre-designed reports. “Puniset Arya Roler Ste Adminstrator

iffice of Superintendent of Public Instruction

1]
Notes: .
e Select the report and click =

the D button. PR 2
e Follow the steps listed Rezfs:f:fsa:mﬂ::) -
above for exporting to ——) -_—
Excel. Edit Columns Remove from List Tess 1
e
[ESD  [District [CoDistIDlSchaol ol

IMPACT  Elizabeth
Frausto

Educational Servics District

Service 121

District 121

Educational Educaticnal ESD123 Cehort 6 Bruca Hawking ESD 123 08/30/11
Servics Seryice District ane Vision Superintendent

District 123 123 Fartnership

Olympic.  Cape 05401 Cape Flattery REACH-Reach)  Kandy Ritter  Supenntendent 08/16/2011
Educational Flatiery School Disticc weeed, Adhisve,

Sarvics Sechaal Challenge, Maus

Districk 114 Cristrict it Happen

Educational Deer Park 32412 Deer Park Stepping Stone  Travis Hanson  Director of 9/24/11
Barvica Schoal School District Curriculum and.

District 101 District: Technolagy




Appendix A - Adjusting the Browser Settings

1. To ensure that screens and
reports display correctly,
use Internet Explorer (IE)
as your Web browser. If
necessary, you may need to
adjust the browser settings
for IE. In the top right-hand
corner of the browser
window, click on Tools. In
the drop-down list that
displays, select Internet
Options.

2. A window will display with
Internet Options. On the
General tab, under the
heading Browsing history,
click the Settings button.

£~ Login - Windows Internet Explorer

G_:_; = ] g tstawebiDda kot oo 1 2w Lo Ve eebccors. w5 (5] [52] [ enn =
Fie Edt Mew Faorkes Took  Help
| Bt~ B - P -
' » Daketa Browsing Hetory., =]
e of Saperintendont
OSSP 2ol emerimen Foprup Bocker
Fishing Stsr
Wk Cffie
Windows Update
Please type your username and password to login. Full Sereen F11
w MernaGar
Teckars »
username: |
Windos Massends
Password: | Crasce Mobis Favants. .
Serd to Crehiots

Eargat your password? ==

715.4311  TCapyright 2004
& Intame:

Lo

4 start CEMBRCSa

.n i i_ll nl_lllq.r-r_ 5

TS T s s aep Al #] [ %] [ooe 5o en B
Sk e ¥ i |

| e Br- B W [eme s Qs T

(} To craste home page tabs, byps mach sddress an ks ovn e,

ne and password to login.

[ Lss ourant ]l Use cefak H Uses bk ]

Browsrs histary
] Delete berperery s, bistory, cockiss, saved pesswerds,
W0 and wal foem rfomation,
Dot Saftings
Search
}’_; Cherge ssarch defadts.
Tebs
Change beows wiebpeges ars diplarsd n .
tatz,
Appesrance
[ cdos | [ tonguages | [ Fonts | [ accesshiry |

=

2 Friviicy Felley ' CisrAiey | ¥ Cistamas Siapin 1007254311 ECopvright 2004

& Intame

& 1o -

istant

CfEBBEHCSa



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) :

Temporary Internet Files and History Settings

Currentlncatien:
Ci|pecumert d
Sattrgs|Tamparary Intermet Fles)|,

[ 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

1.600.735.4311 TCopyrighs 200
| antame: H o -

4 stant FEEBBEBCSa — : i s Diesi Pl o am_ige

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

&

Help.  Feedback

ne and password to login.

| weament || usedefud || useHww |

,.vL.. Dl temporary files, history, cochies, saved pesswerds,
¥ ardweh fem réomatin.

browser. oo
Searth
e-{; Change sacrch defaits,
Tabos
tchb:\oem«mboaoesenedsulaMn
1 tabs,
[ cdos ][ Longuages || Rt | [ ancesstiey |

0.725.4311 TCopyrighs 200
I antame: H o -




Appendix B - Track Changes

Purpose

The iGrants track changes enhancement addresses the need to identify changes to a form package after

it was copied from prior fiscal period or OSPI has returned it to an applicant organization for changes.

How It Works

”

When pre-determined milestones occur (e.g., “Needs More Work” during initial review or “Unlock Page
for post-approval changes), a snapshot is taken of the values on each page where the milestone occurs.
If a change is made to a value on a page with such a snapshot, a banner will display at the top of the

page, and a message or button will appear directly below each changed value.

For example, when form package data is copied over from a previous fiscal period, snapshots are taken
of every page in the form package. Any changes made prior to submission will be displayed as explained

in the examples below.

Event: A school district revises values on a page which has a snapshot.

Track Changes Response: A banner displays at the top of the page which reads, “Changes have been made.”

Changes have been made. w

Clicking the blue “I” will cause more information to display about the snapshot as illustrated below:

Changes have been made. U

Changes have been made on this page after Terri Vatne
set it to Needs More Work on 8/22/2012 at 3:45 PM

Note: In general, a button or message appears directly below each changed value. The following examples
explain what to expect for each type of data field.

Numerical Field: A - ViewChanges  ,..c hutton appears.

Clicking the . ViewChanges |, ++5n will open a box displaying the field with deleted and added numbers

highlighted. _ Added number is highlighted in green.



Example:

Female Male
1 1
Hide Changes Hide Changes
01 01

After reviewing the changes, clicking on * Hide Changes 1,110 will collapse the track changes display.

Text Box: A . ViewChanges  ...c hyutton appears.

Clicking the . ViewChanges  ,,+ton will open a box displaying the text with deleted and added text

highlighted. DEleteaitextisinighlightedniniredl Added text is highlighted in green.

Example: There are _ currently 227 8th grade students at Miller Junior High.

After reviewing the changes, click the - Hide Changes 1) ,tton to collapse the track changes display.

Radio Button: A message appears indicating the former response.

Example:

'
Have 50 percent of your teachers been trained? O Yes — No

Changed from Yes

Drop Down: A message appears indicating the former response.
Example:

Yes -

Changed from No

Check Box: The message “Changed” appears, meaning if it'’s checked now, it wasn’t before, and vice versa.
Example:

2 Option #1

Changed




“New” Section Added: The message “Section Added” appears. The added section is highlighted in green.

Section Added |

Mew Section

mmre
s

“New” Section Deleted: The Show Dele 00 toggle button appears.

oy tton wil display the deleted section highlighted in red. The button
changes to 1 jed | eCl n

Clicking the Sh

Any absence with a parent/guardian excuse
acceptable to school officials.

Any absence with or without a parent excuse
that is deemed unacceptable to school




Snapshots Deleted:
Event: An OSPI Program Manager Approves a page.

Track Changes Response: The snapshot of the page is deleted if a snapshot existed. All track changes buttons and
banners disappear.

Note: Track changes buttons and banners will not show up on a printed copy of a page.



