Idaho State Police Grants Management System (GMS)
New Application Instructions — August 2010

Step 1: Signing On

If you don’t already have an account on GMS, go to the sign-in page (www.isp.idaho.gov/gms/login.action) and
click on the link to create a new account. You will not be able to complete the application until you have
signed on to GMS and entered the appropriate information to obtain a password and user name. If you
already have a GMS user name and password, proceed to GMS sign in.

Step 2: Beginning the Application Process
After you have logged on to the system using your user name and password, click on “Grant Applications” and
“View Available Grants”.
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A list of available funding sources and their Requests For Proposals (RFPs) will be shown. Click on “APPLY”
next to the grant you wish to apply for. Pay close attention to the “Helpful Reminders” on the sidebar.
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Step 3: Completing the Title Page
All fields on the Title Page are required before moving on to the rest of the application. The only exception is
the Agency’s DUNS number. You must either enter your DUNS number or answer the question.
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New Requirements

Agency's DUNS number.

If your agency does not have a DUNS number, will your agency agree to obtain a DUNS number no later
than the due date of your first quarterly report?

O Yes
O Mo

Does your agency have an active registration with the Central Contractor Registry?
O Yes
O Mo

If no. will your agency agree to have an active registration with the Central Contractor Registry no later
than the due date of your first quarterly report?

O Yes
O Mo
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A DUNS number is required. All applicants must include a DUNS (Data Universal Numbering System)
number in their application. Applications without a DUNS number are incomplete. A DUNS number is a unique
nine-digit sequence recognized as the universal standard for identifying and keeping track of entities receiving
Federal funds. The identifier is used for tracking purposes and to validate address and point of contact
information for federal assistance applicants, recipients, and subrecipients. The DUNS number will be used
throughout the grant life cycle. Obtaining a DUNS number is a free, simple, one-time activity. Obtain one by
calling 1-866-705-5711 or by applying online at http://fedgov.dnb.com/webform/displayHomePage.do.

Central Contractor Regqistration (CCR) is required. In addition to the DUNS number requirement, all
applicants (other than individuals) for federal financial assistance are required to maintain current registrations
in the Central Contractor Registration (CCR) database. The CCR database is the repository for standard
information about federal financial assistance applicants, recipients, and subrecipients. Organizations that
have previously submitted applications via Grants.gov are already registered with CCR, as it is a requirement
for Grants.gov registration. However, applicants must update or renew their CCR registration at least once per
year to maintain an active status. Information about registration procedures can be accessed at www.ccr.gov.

If your agency does not have a DUNS number or is not registered with CCR, you must do so by the due date
of your first quarterly report. If you do not agree to obtain a DUNS number or register with CCR, you
cannot complete the rest of the application in GMS.



Step 4. Completing the Abstract
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Abstract

| The abstract cannot be longer than 4000
characters

RFEEEEEEEEEEENEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE NN EEEEEEEEEEEEEEEEEEEEN
= Give a brief description of your project design as well as a general reference to your proposed goals and
= objectives. Specific performance information regarding goals and objectives will be completed in the

E “Goals” portion of the application. The system will only allow for 8000 characters so you must be as clear
= and concise as possible. TIP: You may want to type the abstract in MS WORD and cut and paste

* into the abstract section since GMS does not have spell check!
F

REMEMBER: You MUST Click “SAVE" after entering your narrative.

Step 5: Completing the Needs Assessment
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The needs assessment cannot be longer
than BOOO characters

Identify the need or the reason for requesting grant funds and why this project
has been chosen. You will need to include data elements, identification of gaps
in current services, as well as any formal needs surveys completed. In this
section, you should also describe your population, the geography, and the
identified partners needed to implement the project.



Step 6: Completing the Goals, Objectives, and Performance Indicators

In this portion of the application you must enter your Goals, Objectives for those Goals, and Activities and
Performance Indicators for that Objective. You must have MEASURABLE objectives with clearly defined
performance indicators. Ask yourself the following question: At the completion of this grant, how will | be able
to PROVE it was a success?

You will be required to complete updates to these objectives and performance indicators each quarter,
therefore, you will want to make sure that you are able to provide accurate information.

REMEMBER: You MUST Click “SAVE" after each screen during your entry of the goals, objectives
activities and performance indicators.
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This is the screen where you will begin working on your goals and objectives. This is what we are
calling our electronic flowchart! Think about how you will be REPORTING as you enter these
goals and objectives . .. . SUGGESTIONS: Please consider reducing the number of “general”
objectives in favor of fewer MEASURABLE objectives and corresponding performance indicators.

Performance indicators include quantifiable data such as time periods, dates, numbers, and
amolints.
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THEN, you can begin to record your objectives for that specific goal.
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After saving the objective, click on “create new” next to Activities.
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Performance indicators are next. Each performance indicator is tied DIRECTLY to your objective.
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Continue to complete these steps for each goal, and their accompanying objectives, activities and
performance indicators. You will quickly get the feel for this — AND you will know what will be
required for the GMS quarterly reporting.

Step 7: Completing the Budget portion of the application
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List only the funding you are requesting for the federal portion of your application in the expense budget
column. List any required match dollars under the match budget column. You will notice on the Budget portion
a link to “View Budget Explanation” which will break out the allowable costs for each of the budget sections and
allow you to complete a narrative for both expense and match.

REMEMBER: You MUST Click “SAVE" after entering your budget narrative.

Step 8: Attachments
You may choose to attach documents to your application, such as an MOU. ALL ATTACHMENTS MUST BE
IN THE FOLLOWING FORMATS: ADOBE PDF FILE, JPG/JEPG IMAGE, GIF IMAGE, AND/OR BMP IMAGE.

Click “Add new attachment” and a new window will open. From there you may do the following in any order:
add Attachment title, click “Browse” (find the file on your computer or the network drive that you wish to attach),
and add Attachment description. Then click “SAVE”. The message at the top of the screen will state, “Grant
application attachment successfully uploaded.” Repeat these steps for all attachments.



Step 9: Assigning Roles
Before submitting the application, a director and financial officer need to be assigned to the project.
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Enter the required information and take note of the “Helpful Reminders” on the right side of the
screen.

Step 10: Submitting the Application, the Assurances, and Certifications
Now you are ready to submit your application. Once you choose to submit your application you will NOT be
able to make any further changes. Please verify that you have completed all portions of the application.
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After submitting the application you will be asked to review and agree to the following Assurance and
Certifications that apply to your grant project:

= Assurance 4000: Standard Assurance

» Assurance 4061: Certifications Regarding Lobbying; Debarment, Suspension, and Other Responsibility
You will then need to:
Click the box next to the text at the bottom of the page to certify that the person submitting the application is
authorized to accept these assurances and certifications. This is VERY important as you are signing on behalf
of your Chief Executive Officer.
Click “SUBMIT".

QUESTIONS?
Contact the PGR Grants Staff at 884-7040 or pgr@isp.idaho.gov.




