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Introduction

The WebGrants grants management software was introduced by the Missouri Department of Public Safety in
January 2011.

WebGrants is a web-based computer program that supports the application and administration of grants
available from the Missouri Department of Public Safety, Office of the Director or State Emergency
Management Agency.

e New organizations (new agencies; not referring to new people) must first refer to the Registration section
of this manual to enroll their organization and to personally obtain a User ID and Password.

e Once a User ID and Password are obtained, users should refer to the Login section of this manual.

e Users unsure of their User ID and/or Password should refer to the Forgot User ID and Forgot Password
sections of this manual for instructions on how to retrieve user information.

e Users needing to update contact information for themselves and/or their associated organization(s) should
send notification of a change(s) through the Correspondence component of the applicable grant(s), but
please review the instructions provided on the Correspondence component screen as some grant
programs require notification in a prescribed format. If your agency does not have an active grant with the
MO Department of Public Safety and thus cannot submit notification via the Correspondence component,
please email dpswebgrants@dps.mo.gov and include the information that needs changed or call (573)
751-4905 to speak to a grant staff member to request the change.

e Additional users associated with a registered organization should be ‘added’ by an existing registered user
rather than registering on the login page. By completing the registration form on the login page, the user
is re-registering the already registered organization - this is not appropriate. Refer to the My Profile, Add
Additional Registered Users section of this manual to add additional users.

e Users searching for grants available from the Missouri Department of Public Safety should refer to the
Funding Opportunities section of this manual.

e Users searching for a grant application that has previously been started and/or submitted (or to determine
if a grant application has ever been started and/or submitted by the organization) should refer to the My
Applications section of this manual.

e Users searching for a grant that has been awarded (or to determine if a grant has ever been awarded to
the organization) should refer to the My Grants section of this manual.

MO Department of Public Safety — January 2024 Page 3



A. Registration

The Registration area of the login page is for purposes of adding new organizations (new agencies; not
referring to new people) that have not yet been added to WebGrants.

NOTE: IF THE ORGANIZATION HAS ALREADY BEEN ADDED, THIS AREA SHOULD NOT BE USED. Instead,

individuals not yet registered and associated to their registered organization should be added to the
existing organization as detailed in the My Profile, Add Additional Registered Users section of this

manual.

1. Click the Register Here link on the login page.

P Login

1 Enter your user id and password

Chick hese to Hegester

[E] Announcements

Wipictmg ko S Mgt Departmant of Pt Salety's Webnant homegags

Clch o o Il Biow = domnicad B WSS el blasusl

WietsDrants, Extrrn Ui sl sy 2000

VW Pl noon. Micestol Ras arvnnecid i 0wl b a00minumy] virtons B irmernet Expioner o 13 e poot in ek 00y moess
Tt oly et browpsn) spcomesncisd r it Wil WebiGrants st Cogie Chrome Intees Expioner v 57 Edge. and Safan Lhars shouid
ey B Pt Stuld ol nltt B Syiies Petugh cih of By SR Browsad

T B0k YRERGIE. W07 i fiwt B LU 1D B Paasertl Eterming uhin iy e o s 10 0 Faaseond in e Log b
Bechon Bbaovt I 0oRss RTnan. I o Pone torgoten yoer e 10, oo Forped Lser KT above i uve I et pour vl B P
Torgaen your Paniecrd, dick Torgat Pasiesnd 1 haws £ el 10 poor el I jrow R Aompolies: your L I i Pasiword, coctect 5
Cripirtrant of Puls Sabety il seirviber

Thah WotbiSrietn Brities WiGnd wiird By Pobd SERSINN TP SRling® o el nigrteond vl WbOriees e LETE Bl Telen

from wbimSng 0 regatiaton et InEmed ra e R a0 sready megiened organc s

2. Complete all required fields, and as many optional fields as possible, on the Registration Form. The red

asterisk (*) indicates a required field.

Personal Information: users should register themselves as their position applies to the
organization/agency in which they are associated.

e Name/Salutation — individual’s name title (e.g. Mr., Ms., Dr., Sheriff, Deputy Sheriff, Chief, Lt., Sgt.,

Officer, etc.) to be used for salutations

e Name/First Name — individual’s first name

e Name/Last Name — individual’s last name

e Job Title —individual’s job title within the organization for which they are registering
e Email —individual’s email address that will be checked regularly

NOTE: The following lines regarding addresses will differ for all individuals. Some addresses are
simple while others are more complex. Multiple lines have been provided for individuals that have
complex addresses, such as having a PO Box and a street address or having a building name, room
number, or suite number. Each line is not required, however, so avoid providing repetitive

information.
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e Mailing Address — the address used by the US Postal Service — this may be a PO Box or a physical
street address, whichever is applicable

e Street Address 1 — (this is not a required field) — if a PO Box was provided on the mailing address
line, please provide the physical street address here, but if the physical street address was provided
on the mailing address line, this field may not be necessary

e Street Address 2 — (this is not a required field) — provide additional information here, if applicable

e City — city associated with the mailing address

e State — state associated with the mailing address

e Postal Code/Zip — zip code associated with the mailing address

e Phone —telephone number at which the individual can be reached during business hours

e Phone Ext — (this is not a required field) the individual’s telephone extension, where applicable — if
the telephone number is a direct line and an extension is not applicable, just leave this field blank

e Fax — facsimile number at which the individual can be reached during business hours

Organization Information: users should register their associated organization. You will have an option
to select if you are affiliated with an organization. If you are associated to an organization, please make
sure ‘Yes’ is selected for this question and fill out the following information.

*If the information added for mailing address and phone number are the same for the organization
as you listed in the personnel contact information you can “Yes” on Copy Personnel Information to
Organization?

e Applicant Agency —agency associated with the registered user. Non-profit, for-profit, and faith-
based organizations should enter their legal name. Units of government should enter their unit of
state or local government followed by a comma and the project agency.

Example #1: Cole County Sheriff’s Office = Cole County, Sheriff’s Office

Example #2: Cole County Prosecutor’s Office = Cole County, Prosecutor’s Office

Example #3: Clay County Park Rangers = Clay County, Park Rangers

Example #4: Callaway County Juvenile Office = Callaway County, Juvenile Office

Example #5: Jefferson City Police Department = Jefferson City, Police Department

Example #6: Missouri State Highway Patrol Crime Lab = Missouri State Highway Patrol, Crime Lab
Example #6: Audrain County Emergency Management Agency = Audrain County, Emergency
Management Agency

Example #7: Jackson County Drug Task Force = Jackson County, Drug Task Force

NOTE: The manner in which this reads is that the Missouri Department of Public Safety (DPS)
is contracting with the unit of government on behalf of the specified project agency. DPS is
still entering into a contract with the unit of government and will be disbursing all grant funds
to the unit of government, but for purposes of registration and separation/confidentiality of
grant records, the project agency must be identified. This allows units of government with
multiple divisions/departments/projects to maintain an organizational profile for each of the
divisions/departments/projects but with potentially different registered users for each
division/department/project.

e Organization Type — select from the drop-down list of 1) Non-Profit, 2) Government, 3) For Profit,
4) Faith Based, or 5) Individual
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e Federal Tax ID # - 9-digit number of the non-profit, unit of government, for-profit, or faith-based
organization

e Federal Tax ID Extension — 2-digit Federal tax extension number of the non-profit, unit of
government, for-profit, or faith-based organization

e DUNS # - DUNS stands for Data Universal Numbering System; a DUNS number is a unique 9-digit
number sequence recognized as the universal standard for identifying and keeping track of entities
receiving federal funds. Obtaining a DUNS number is a free, one-time activity. Ask your grant
administrator, chief financial officer, or authorizing official of your organization to identify the
applicant agency’s DUNS number. If your organization does not know its DUNS number or needs to
register for one, visit http://www.dnb.com/. (On April 4", 2022 the federal government stopped
using the DUNS Number as a way to identify entities. The Unique Entity Identifier was adopted by
the federal government to track entities doing business with the Federal Government and will be a
requirement of entities to obtain a Unique Entity Identifier as of April 4™, 2022.)

e SAM/CCR CAGE Code — SAM stands for System for Award Management and is a Federal
Government owned and operated free website that centralizes information about grant recipients.
Federal guidelines require that applicant organizations must (1) be registered in SAM.gov prior to
submitting an application and (2) continue to maintain an active SAM registration with current
information at all times during which it has an active award. To register in SAM or to renew or
update an existing SAM registration, visit https://www.sam.gov. Upon successful registration with
SAM, the applicant organization will be assigned a unique 5 character CAGE Code consisting of
numbers and letters. (Prior to SAM, the Federal government utilized CCR. CCR stood for Central
Contractor Registration. Upon successful registration with CCR, the applicant organization was
assigned a unique 5 character CAGE/NCAGE sequence consisting of numbers and letters.)
Obtaining a SAM CAGE code is a free activity but organizations must renew a SAM registration
every 12 months. Ask your grant administrator, chief financial officer, or authorizing official of
your organization to identify the applicant agency’s SAM CAGE code. If your organization does not
know its SAM CAGE code or needs to register for one, visit https://www.sam.gov.

e SAM/CCR Valid Until Date — (this is not a required field and may be left blank, but should be
entered if a SAM/CCR Code is provided) the date the aforementioned SAM/CCR Registration is valid
until; enter format as mm/dd/yyyy or select from the date picker. SAM registrations are only
effective for 12 months. To renew or update a SAM registration, visit https://www.sam.gov.

e Unigue Entity ID — This is a Unique ID assigned to organizations by the Federal Government. If your
organization does not know Unique Entity ID or needs to register for one, visit
https://www.sam.gov.

e Organization Website — (this is not a required field) the applicant agency’s website, where available

NOTE: The following lines regarding addresses will differ for organizations. Some addresses are
simple while others are more complex. Multiple lines have been provided for organizations that
have complex addresses. Each line is not required, however, so avoid filling in repetitive
information.

e Mailing Address — the address used by the US Postal Service — this may be a PO Box or a physical
street address, whichever is applicable. This address should correspond to the address registered
to the DUNS Number and/or CCR Registration identified above.

e Street Address 1 — (this is not a required field) — if a PO Box was provided on the mailing address
line, please provide the physical street address here, but if the physical street address was provided
on the mailing address line, this field may not be necessary. Where applicable, this address should
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also correspond to the address registered to the DUNS Number and/or CCR Registration identified
above.

e Street Address 2 — (this is not a required field) — provide additional information here, if applicable

e City — city associated with the mailing address

e State/Providence — state associated with the mailing address

e Postal Code/Zip — zip code associated with the mailing address

e +4 - postal code/zip 4-digit extension for the mailing address identified above; if unknown, search
the USPS Zip Code Lookup website at https://tools.usps.com/go/ZipLookupAction!input.action

e County —select from the drop down list of Missouri counties

e Congressional District — select from the drop down list of Missouri congressional districts

e Phone — main/general telephone number for the applicant agency

e Ext—(thisis not a required field) the applicant agency’s telephone extension, where applicable — if
the telephone number is a direct line and an extension is not applicable, just leave this field blank

e Fax — the applicant agency’s main facsimile number

3. Click the Save Registration Information link (either at the top of the page or the bottom of the page)
when completed.

[ Registration

)

rsonnel Contact Information

D

Please note that fields in red font with an asterisk indicates a required field. Any non-required, black font, fields can be skipped.
MName: v
Salutation  First Name Middle Name Last Name
Title:
Email*:
Address®:
Missouri v
City State/Province Postal Code/Zip

Phone*:
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Fax:

Copy Personnel Information to
Organization?:

Organization Information

Fax

mEmmEes

- N

IMPORTAMT. Check YES that you are affiliated with an Organization and enter the details for the Organization you represent which intends to apply for grant funds. Your profile will be linked to that Organization so
you can cenduct business on its behalf within thiz grant system.

Are you Affiliated with an
Organization?*:

Applicant Agency*:

Organization Type*:

Federal Tax |D%*:

Tax Id:

DUNS #:

Organization Website:

Unique Entity [D*:

SAMICCR CAGE Code:

Address®:

County*:

Congressional District*:

Phone*:

Fax:

BN -

Name

9 digits (no hyphen)

Tax Id

9-digit number

URL

Walid Until Date

i Address

| City | Missouri
City Siate/Province

i v |

| ~

Hold 'CTRL

I Phone | Ext |

i Fax

S

v| | dip
Postal Code/Zip

+4

B Save Registration Information
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4. You will then be taken to a page where you will be required to enter a 2-Factor Authentication
passcode. The passcode will be emailed to the address you entered in the Personnel Contact
Information form on the previous page. DO NOT CLOSE THIS PAGE. If you close this page without
entering this passcode your registration will not be submitted for approval.

dp 2-Factor Authentication

Verify Email Address

Pleasa check the email account for the email address provided in your

registration

You should receive an email with a temporary passcode. Please enter that
passcode Delow

Submit

5. The new user will also receive a confirmation email indicating they have successfully submitted their
registration request.

6. The Missouri Department of Public Safety will be notified that a new registration request has been
submitted. Please allow 1 — 10 business days for registration requests to be validated and approved.

NOTE: If a registration request is still pending after 10 business days, please contact the Missouri
Department of Public Safety by email at dpswebgrants@dps.mo.gov or by phone at (573) 751-4905.

7. If the registration is approved, the user’s active User ID and Password will be sent to the email

provided on the registration form. If the registration is not approved, the user will receive an email
indicating the reason for denial.
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B. Log In
The Log In area of the login page is for users that have an approved WebGrants registration.

1. Enter the system-assigned User ID and Password and click the Sign In button.

o Login

1 Enter your user id and Announcements
password

Chick on the ink below 1o downlosd the WebiGrans User Manial

ﬁ T S Januaq.zn!l}

256 Pheasa note, Microsoft has announosd thet it wil be disconiinung wansions

Wiedioome 1o the Missour Depariment of Public Safetys WebGrants homepage!

of Internet Explorer «. 10 and prior in the coming monthe. The only irsemet browsens
Fﬂl'gﬂt User ID? Furgot Password? recommeanded for use with WebGrans ane Google Chrome, Inbermet Exploner

w1, Bdge, and Satar. Users should know that probilerns could exist within the

syrsdem Hrough use of any ather browser.
Click here to Register

To access WebGrants, isers must hawe a Lser IDand Password Returning Lessrs
may enter their User 10 and Password in the "Log |6° section above 1o aooess
WebrGrards I you heve forgotien your Usar ID, cick "Forgot User ID® above bo have
it &ent i your amail. I you have forgotten your Password, dick 'Famat Password” o
e it st o your emaill B pou have forpofen your User ID and Password, contact
& Departrmeant of Public Safety stalf member

The WebGrants system tracks usens by ther orgarszation. i the organizabion is
already registenesd with WebErants, new usars should nefrain fram submitting a
registraion request. Irstesd, new usens for an already registered orparizatio

2. Once you enter your User ID and password and click sign in, an email will be triggered with a one-time
passcode; this passcode will be needed to log-in to the WebGrants system. The passcode will be sent
to the email address on file.

3. PLEASE NOTE IT CAN TAKE UP TO 5 MINUTES TO RECEIVE YOUR PASSCODE VIA E-MAIL.

4. The passcode will only be active for 30 minutes. Once you receive the e-mail, go back to the login
page to enter your password and one-time passcode. DO NOT close the login page, leave this page
open while you wait for the passcode to reach your inbox. If you close this page, you will be required to
enter your user id again which will cause a new passcode to be sent and the process will start over.

5. Unfortunately email is the only way users will be able to receive the passcode; text messages are not
available for this feature at this time.
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(P 2-Factor Authentication

Verify Email Address

Pleasa check the email account for the email address provided in your
registration

You should receive an email with a temporary passcode. Please enter that
passcode below

Submit

6. Once you receive your passcode enter it in the passcode box and click submit.

C. Forgot User ID

The Log In area of the login page is for users that have an approved WebGrants registration. However, if
you have forgotten or misplaced your login information, this area will also assist you in retrieving such
information.

1. If you have forgotten or misplaced your User ID, click the Forgot User Id? link on the login page.

L Login

2 Enter your user id and Announcements
password

Bk an the Enk belicv 1o dosriiosd the WebGrants Liser blanal

“ e

1/25ME: Please nobs, Microsolt bas announosd that it will be disconinuing versions

Wivedcorme 1o the Migsoun Deparment of Public Salety’s WebErants hamepage!

of Internet Explorer w10 and pricr in the: coming montis. The only irsemset broesers
Forgot User ID7? Forgot Password? restommended Sor wee with Wt Grarts are Googe Chrome, Intermet Explorsr

w11, Edge, and Safan. Users should know thet prrobilemns oould exist within the
systenm teoLigh Lse of any other browser.

Click here to HEQIS-‘JEI’ T sccess WebSrants, users must henee a Liser 1D and Passaced. Returning Lsers

oy enber their Lser 1D and Password in e "Log |R" section above 1o scnass

WebiGrares, I you heaee fengatten your User 1D, ciick "Forgot User [ID7 above b have
it sent 5 your email. IF you have forgotten your Passwerd, dick ‘Fargat Passeond to
harve it el your el B pou hae forpofien your Ler 1D and Passwond, corrtact
& Deporiment of Public Safiety staff member.

The WebGrams sysiem tracks usans by their organization. W the orgamization is
already registerd with WebGrants, few users should refrain from submitting 2
regisiraion request. |nsbesd, nesy usens for an alresdy negistensd organizatio
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2. Enter your Email Address in the displayed form and click the Submit button.

& Login

Forgot your User ID?

Enter your e-mail address below, your user id
will be zent to you via email.

Submit

Return to login screen

Copyright © 2001-2021 Dullez Technology Partners Inc.

Dulles Technaology Partners Inc

3. If the email address matches a record in the database, your User ID will be emailed to you.

NOTE: If you are unsuccessful in retrieving your User ID using these steps, please email
dpswebgrants@dps.mo.gov or call (573) 751-4905 and the Missouri Department of Public Safety will
be able to assist you, following verification of the requestor.

D. Forgot Password

The Log In area of the login page is for users that have an approved WebGrants registration. However, if
you have forgotten or misplaced your login information, this area will also assist you in retrieving such
information.

1. If you have forgotten or misplaced your password, click the Forgot Password? link on the login page.
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P Login

1 Enter your user id and Announcements
password

I |

(L RS

Wedoome i the Migssound Deparment of Public Safety's WshGrants homepage!

Clhick on the Enk below o deranioad the WebhGrants User Man sl

m mmun"mxmmlﬂ

1F28ME: Plaasa nobs, Microsoft Fas announosd that i wil be discoriinuing warsions
of Internet Exploner .10 and prior in the coming montte. Tha only ingemet broasens
Forgot User ID? Forgot Password? Psetrrmancied far uss with VebGranss o Google Cheome, Intsrmet Explerer

v.11, Edge, and Satar. Users should know thet probilems oould aist within the

symiem Hrolgh e of any other browser.

Cil:kl‘lEl‘?h Heuisw J To access WebGrants, users must hanve a User 1D and Password. Returning Lsers
iy enter their Liser 10 and Password in the "Log I6” section above 1o acoess
WebhGrarts. i you hene forgatten your User 10, oiick “Forgot User 107 shove to have
it sent 4o your amail. If you have forgolten your Password, dick 'Fanat Passwond” to
Fearwe it et o your emall. W you hawe fargoten your User |D and Passwornd, contact
& Department of Public Safety staff member.

The WebGrants system tracks usens by their orgarization. i the organization is
already registensd with WebGErants, new usens should refrain from submitting a
registrafion request. Iretesd, new usens for an alnssdy registened organizatio

2. Enter your User ID and Email Address in the displayed form and click the Submit button.

P Login

Forgot your Password?

Enter your uzer id and your e-mail address
below, your password will be sent to you via

email.
Enter your User ID
Epter your Email Address
Submit
g i |
Return to login screen

Copyright © 2001-2021 Dulles Technology Partners Inc.
Dulles Technology Pariners. Inc.

WebGrants 7.1.6
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3. If the information matches a record in the database, your User ID and Password will be emailed to you.

NOTE: If you are unsuccessful in retrieving your Password using these steps, please email
dpswebgrants@dps.mo.gov or call (573) 751-4905 and the Missouri Department of Public Safety will
be able to assist you, following verification of the requestor.

E. Announcements
This area of the login page lists any announcements from the Missouri Department of Public Safety.

NOTE: From time to time, the WebGrants system will be scheduled for maintenance or will experience
technical issues. When these occur, the Missouri Department of Public Safety will advertise them in the
Announcements section. Therefore, users are encouraged to review this area prior to login to ensure
there are no existing problems or outages that may interrupt the user’s ability to login to and/or
navigate within WebGrants. In addition, a copy of this WebGrants External User Manual is available
from the Announcements section. As the manual is updated, it will be made available to users via this
area.

P Login

1 Enter your user id and Announcements
password

Click on e link below 1o dowrioed the WebiGrans User iland ol

BT, e

125M6: Pleass nobe, Microsoft Fas announosd that it wil be discoriinuing versions

Wedoome 1o the Missouin Depariment of Public Safety’s WebiGrants bomepoaga!

of Inlemet Exploner w10 and prior in the coming monts. The only irfemet brossers
F-Ufgl}‘t UserID? FDI‘QD‘t Password? recommended for use with WehGrarss are Google Chrome, Intermet Explorer

w.11, Edge, and Safar. Users should know that probilerns oould exist within the
syt through use of any other browser.

Click here to uﬁter Tor ocess WebGrants, usens must hawe a User ID and Password. Returning users

miry ender their User 1D and Password in the "Log 10" section abave 1o acoess
WebiGrares. I you bene forgotien your Wiser D, dick “Forgot User 107 above bo have
it sent o your amail. If you have forgotten your Passwand, dick "Fargat Passwond” o
herve it sent 1o your emal. B you have forgosien your User 1D and Passward, comact
& Department of Public Safety staff member.

The \WebGrarts sysiem iracks usens by their orgarization. i the crganization is
already’ registered with WebGrants, new usens should refrain from submitting a
registiraiion request. Irebesd, new usens for an alneady negistened organizatio
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Main Menu

The Work Assignment is the first screen a user sees after logging into WebGrants. The user will see a
minimum of five modules on the left-hand side of the screen. These five modules will contain information
relative to their associated organization(s).

NOTE: Users that participate in grant reviews for a unit within the Missouri Department of Public Safety will
see up to three additional modules: 1) Reviewer Instructions, 2) Conflicts of Interest, and 3) My Reviews.
These additional modules are not discussed in this external user manual.

2 Work Assignment
All curmently assigned work work ssslgnment | Calendar  Alerts My Reviews My Sils \Viaita
- @ Online Help [ Log Out
B S 2 Approaching Deadlines - Mex 30 Days
= Calendar
Due Dete & Daocument 1] Status Tt Program Arnag Funding Oppartunity
» Alarta
Mo it arvalabile in bk
* My Raviews
= My Slte Vizita
¥ Recent Negotiations - Dus Within 30 Days
Funding Opportunities Dus  DocumentType | Sub TypeRound | 1D | 3afus — | Tits -~ | Organdzation Program Area | Funding
Dafe & Opportunity
Applications
Mo data avalable in takle
Grants
Recent Correzpondence - Within the Last 30 Days
My Profile o p )
Zsnt Date Flag From To Subject MesEags
Mo data dvalabile in table
L My Site Vigits - Inbo
Duwe Date & | Number Type Status Grant organization Frogram Ares Funding Opporfunity

WebGrants Toolbar:
The following commands are the standard options that will appear on every screen of the WebGrants system.
Some options will not be available on all screens and will consequently be grayed out.

e The Online Help button will provide information and instructions pertaining to the screen, where
available.

e The Log Out button will return you to the login screen.

e The Back button will return you to the previous screen. Please make sure to save any changes, if you
click the back button without saving you will lose information.

e The Print button will print the displayed information in a printer-friendly format, where applicable.
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e The Add button will allow the user to include lines within a grid-style form (e.g. budget, other
attachments, etc.), where applicable.

e The Delete button will allow the user to delete a line within a grid-style form (e.g. budget, other
attachments, etc.), where applicable.

e The Edit button will allow the user to “open up” a form to enter text or to make changes to previously
entered text, where applicable.

e The Save button will allow the user to save changes to a form (so long as all required fields are
completed), where applicable.

A. Instructions

You will find an Online Help tab at the top of each page in WebGrants. If you need help for the page you
are on please click the “Online Help” and a window will pop up with information about that page/module
if applicable.

1. Onthe Top of the Page, click the Online Help module.

& Work Assianment

All currently assigned work ok Assignment Calendar  Alerts My Reviews My Site Visits

i iEshibsca 3 - @ Online Help [> Log Out

% Approaching Deadlines - Mext 30 Days

* Calendar |
| Thiz section displays the documents with due dates amiving in the next 30 days or overdue
* Alerts
Due Date 4 Document u} Status Title Program Area Funding Opportunity
* My Reviews
* My Site Visits | Mo data awailablz in table
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© Online Help s

O Work Assignment

The \Work Assignment is the first screen the user sees after they log into WebGrants. The seclions a user sees are
determined by their roles and privileges. If the user has the privilege that enables the seclion then they see the section, if
they do not have that privilege then they do not see the section. Seclions are painied down the screen is a specific onder.
This order is maintained by each user.

The baseline VWebGrants software contains the following Work Assignment sections:

= Approaching Deadlines
« Document Approval

= Reacent Negoliations

« Ny Site Visits

= Mew User List

« Cick Reporis

Each section is described below.
Approaching Deadlines

This seclion displays any document on which the user is named that has a deadline approaching within 30 days. This can
include any different types of documents like Applications, Stalus Reports, Claims, efc.

Document Approval {Internal Only)

This section displays any documents on which the user is an approver and the document has reached the level of approval
for which the u=ser iz regponsible. This section can display any document for which a single or mullilevel approval is required

Recent Negotiations

This seclion displays any documents on which the user is named that have been negotiated or routed for corrections in the
last 30 days. This section iz primarily a reminder fo the user that these documents have been negoliated.

My Site Visits | Site Visitors Only)

The My Site Visit section will only appear for those users who are site visitors. This section displays any site visits that have
been asg=igned to the user. The user can click on each visit o complete the required forms

Mew User List (Internal Only)

This seclion displays the newly registered users. Staff must approve all newly registered users in arder for them to be

Tt o dr, Bl ! Clnle mem et sy Bm =t e peaemlem mmmmins b e e emdmgnn

B. Dashboard

1. Work Assignments

This area of the Dashboard module displays the following categories Approaching Deadline, Document
Approval, Recent Negotiations, Recent Correspondence, My Sit Visits, New User List, and Quick
Reports.

2. Calendar

This area of the Dashboard module displays any approaching deadlines for the account.
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3. Alerts

This area of the Dashboard module displays every alert ever sent to the current email address on
record for the user.

On the Dashboard menu, click the Alerts tab to view all Alerts sent

NOTE: The user will automatically be setup to receive system-generated alerts.

4. My Reviews

This area of the Dashboard module displays the following category tabs, Applications to be Reviewed,
Recently Reviewed Applications, Archived Reviews, Show all Applications, and Show Other’s Reviews.

(¥ My Reviews

Applications awaiting review Wk Aspignment  Calendar  Aderts | My Raviews | My Siie Vialta

# Dashboard > z @ Oniing Help [+ Lag Out

* Work Asslgnment
Appiications to be Reviewed  Recently Reviewed Applications  Archived Reviews  Show Al Appiications

* Calendar
Show Other's Reviews

= Applications to be Reviewed

Due Dale  Aound | Score | 1D~ Status Stage Titis Organization | Applicant | Program Funding
= My Site Visliz - Ao Oppartunity
21217 1 000 B0ETE Final 25 JAG -  Baseline TEST JG-Edward  48117-2015
Funding Opportunities Application  DTFs (Test  Organizaion  TEST e JAG - DTFs
far Mamarnal [Tt e
Applicati Meatings) Jutice Meatings)1
Maistarce

Crard [ MG}
Grants -
Shewing 1 to 1 of 1 enlries

My Profile

5. My Site Visits

This area of the Dashboard module displays the following category tabs, Current Site Visits and Recent
Site Visits.

6. Document Repository

This area of the Dashboard module will show any related documents the external user will need to
see. Note — there may not be any documents displayed here.
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C. My Profile

This module of WebGrants displays the user’s profile information and associated organization(s)
information.

The My Profile module also allows the user to perform the following maintenance tasks:

e reset password
e add additional registered users to organization
e remove registered users from organization

NOTE: Before exercising the remove registered users feature, please refer to page 24 of this
manual for further instructions and information. While the user has the ability to remove
registered users from their organization, users are asked NOT to exercise this feature.

& My Profile

Update your own personal contact information My Profile
Dashboard - @ Online Help [> Log Out

Funding Opportunities

Applications
Standard Help: Online Help for External My Profile
Grants
Client Help: Online Help for External My Profile
Reports M.
& My Profile > Title:
Email*:
Address®:
Phone®:

Fax:
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1. Reset Password

This area of the My Profile module allows the user to reset his/her password (as often as desired).
A. On the Main Menu, click the My Profile module.

B. Click Reset Password to change your password.

& My Profile

Update your own personal contact information My Profile

Dashboard - @ Online Help [> LogOut

Funding Oppertunities

Applications

Standard Help: Online Help for External My Profile

Grants
Client Help: Online Help for External My Profile
Reports e
& My Profile > Title:
Email*:
Address®:
Phone®:
Fax:
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C. Enter your current password, enter the new password in the new password box, then enter the

new password again in the confirm new password box and click the Save Password Information
button on the toolbar to save your changes.

NOTE: Passwords must contain a minimum of 6 characters (at least one of these characters must
be a number). You can not use the previous 5 passwords used for this account.

& My Profile

Update youwr own personal contact information

ity Profila
Dashboard * Bock - @ Oniine Help [z Log out
Funding Opportunities
Al one Reset Password - TEsT TEST
Grante To reset Your pas: sword, enter your curment pa seword and YOUr mew paﬁsward.

Your new password must conform te the following rules:
= the minimum length must be at least € characters long

& My Profile

W

Current Paasword:

Haw Paasword:

Confirm MNew
PaaaWrd:
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2. Add Registered Users

This area of the My Profile module allows the user to add additional registered users for the
organization.

A. On the Main Menu, click the My Profile module.

B. Click the Name from the Associated Organization table.

TTTEEE
Dashboard
Phong*:
Funding Opportunities.
Applications Fax:
Grants
ok P >

A Associated Organizations

Mama Type Thisatorg | Websis & Phone City infa
Bamed ine Drgan ization Government s bassli nea g com 4565385700 Sionesvile Winginia
i Far Profit ST4TE11234 Chicaga llriis
L2 Fuar Profit STATENSETE Ires [0
Karsas Gowernment 5665665565 Odessa Kansas
Mabraska Far Profit STE7E14512 Lincoln Meabrasks
State of Arkansas Foar Profit STATEN4808 Little Rack Arkansis
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C. Click the Add New Person button from the Associated People table of the Organization
Information screen to add additional users to the organization.

Dashboard

Funding Opportunities

Applications

Grants

Reports

Phone*

Congressional
District*

Fax:

County*

4% Associated People

The people below also belong to the above organization. If the Add button is available in this section, then
you can add people to your organization and bypass the standard registration process.

Name Type | Title at Organization

Email [£ Fhone

State Active? Remove?

Complete all required fields, and as many optional fields as possible, on the registration form to

add the additional registered user. Click the Save Person Information button on the toolbar to

save the changes.

Dashboard

Funding Opportunities
Applications

Grants

My Profile

& People
Global list of 3l mtemal and extermnal usars and contacts
* Back -
New Person - Edit
Hame: =
Job Trie*:
F Midd
Firs: heame Wiickdl= hame
Title: Title
Emalt:  [g
AOdrazee:
City
Phione: e

@ Onling Help

[> Log Out

My Proflle
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E. The new registered user will receive a system-generated email with their User ID and Password.

NOTE: By adding users through this method, their registration will not be subjected to approval
by the Missouri Department of Public Safety, thus making the process quicker. However, the
Missouri Department of Public Safety is not notified when a new user is added to an
organization’s profile. Therefore, if the organization has an existing, underway grant, the
organization should contact their appropriate DPS Internal Contact to ensure the new user is
added to any applicable contact lists. Adding users to the organization’s profile does not
automatically enroll the new user to receive system-generated alerts. Adding users to the
organization’s profile merely gives them a login and ability to navigate the system.

3. Remove Registered Users

This area of the My Profile module allows the user to remove registered users from an organization.

NOTE: While the user has the ability to remove registered users from their organization, users are
asked NOT to exercise this feature! If the organization has an existing, underway grant, the
organization should contact their appropriate DPS Internal Contact to request the user be removed
from the organization and from any applicable contact lists. If the organization does not have an
existing, underway grant, the organization should contact the Missouri Department of Public Safety
by email at dpswebgrants@dps.mo.gov or by phone at (573) 751-4905 to request the user be
removed from the organization.

Fax:

County*:

Dashboard

Funding Opportunities
48t Associated People

Applications o . . o
The people below also belong to the above organization. If the Add button is available in this
section, then you can add people to your organization and bypass the standard registration
Grants Process.
Name Type | Title at Email £ Phone City State Active? | Remove?
Reports Organization
TEST | Tester | dpswebprantsi@dps.mo.gov : (243) 534- 5t Missouri  Yes
& My Profile > TEST 5358 Louis
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D. Funding Opportunities

This module of WebGrants displays all available funding opportunities receiving applications offered by the
Missouri Department of Public Safety for the following five units: 1) Criminal Justice/Law Enforcement
(CJ/LE) Unit, 2) Crime Victims Services (CVSU) Unit, 3) Juvenile Justice (JJ) Unit, 4) Office of Homeland
Security (OHS), and 5) State Emergency Management Agency (SEMA).

1. Search for a Funding Opportunity

External users are able to search for and review funding opportunities at any time. Only funding
opportunities accepting applications will display, but each of these posted funding opportunities will
provide important and relative information and resources. Exploring the funding opportunities allows
an organization to determine if the funding opportunity is appropriate for its needs.

A. On the Side Menu, click the Funding Opportunities module.

Dashboard
™ I i b
u i
Applications
Grants
My Profile
List of all current funding op portunities
Dashboard - @ Cniine Help [Z Log out
I > i .
2 Currently Posted Funding Opportunities
Applications search-
Grants 1] Siafus - | Apgency 4 | Program Ares & Tile Pogfad Dats  Final-application
D Deate
Ny Profile 118067 [ Crime Victim Serdces State Services fo Victims 2021 SSVF Funding Jul 28, 2021 Oct 28, 2022 12400
Unit Fund {22WF] Oipportunity 942 AM Pt
10827 Crime Victim Senioes STOP Winlenos Agsirst 2020 STOP WA Jul 28, 2021 New T, 2022 1200
Unit Wormen Grant VAW ] Funding Oippartunity 941 AM Phd
113158 Miz=our Crffics of State Hameland Security  FY 2000 SHEP Region  Jul 28, 2021 May 15, 2022 500
Homeland Security Program {3HSP] & Urban 41 A P
Grarts
Showing 1 o 3 of 3 eniries
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B. The Currently Posted Funding Opportunities screen will display all active and open funding
opportunities receiving applications posted by the Missouri Department of Public Safety, including
the application deadline. Click on a program listed to view information about the funding

opportunity and/or to start an application.

C. Once a funding opportunity is selected, this screen will display further information regarding the
particular funding opportunity and will allow the user to initiate an application.

{83 Funding Opportunities

Ligt of all current funding opportunities

i= Current Applications

D ¥ Application Title Organization

25020 test Baseline Organization

(1] Funding Opportunity Details

113156 - FY 2020 SHSP Region A Urban
Funding Opportunity Details

State Homeland Security Program (SHSP)
Final Application Deadline: May 15, 2022 5:00 PM

Status: Posted Program
Posted Date: Jul 26, 2021 B:41 AM Officer:
Award Amount Mot Applicable Fhone:
Range: Email:
Project Dates: -

Award

Announcement

Date:

Joni MceCarter

& Start New Application

The first section of this
screen will provide the
program name,
application deadline,

1= 3ward range (if
applicable), project
period dates, contact
information, and CFDA
number (if applicable).
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Description

FY 2020 State Homeland Security Program (SHSP)

**5ee Motice of Funding Opportunity in Attschments for Addiional Information™

The second section of
this screen will provide

<

Grant lssued By:

5. Department of Homeland Security (DHS). Fedaral Emergency Management
Agency (FEMA), Grant Programs Directorate (GPD)

Grant Issued Through:

Missouri Department of Public Safety (DPS), Cffice of Homeland Security (OHS)

» general information
regarding the specific
funding opportunity.

Aftachments |

The third section of this
screen will have any

Description File Name Type Size Upload Date _necessary documents
FY 2020 SHSP Application Workshap  FY2020 SHSP Applicaion Workshop.pdf ~ pdf 0 O4DB202007:44 | attached pertaining to
PowerPoint KB the fundl.ng
opportunity.
FY 2020 SHSP Application Workshop  FY2020 SHSP Appdication Warkshap pesx 0 D40G/2020 O7:45
Recorded. pp=x KB

Website Links

The fourth section of
this screen will provide
_ any applicable website

P
<

Description Link

Office of Homeland Security Grant Website hitps:{'dps.mo.gowdin'programs{ohs/grantstraining!

" links pertaining to the
funding opportunity.

2. Start a New Application

The Start a New Application feature is intended for organizations that have never applied for the
selected program area and/or wish to start a new application (with no existing information pre-

populated).
A. On the Side Menu, click the Funding Opportunities module.

B. Select the funding opportunity.

C. Toinitiate an application for the selected funding opportunity, click Start New Application.
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Page 27



f#] Funding Opportunities

List of all current funding opportunities

= Current Applications

D ¥  Application Title Organization

2500 test Baseline Organization

113156 - FY 2020 SHSP Region A Urban
Funding Opportunity Details

State Homeland Security Program (SHS5P)
Final Application Deadline: May 15, 2022 5:00 PM

Status: Posted Program Joni McCarter
Posted Date: Jul 26, 2021 8:41 AM Officer:

Award Amount Mot Applicable Phone:

Range: Email:

Project Dates: -

Award

Announcemeant

Date:

(+] Funding Opportunity Details

D. The first component of the application is the General Information form. This form is standard for
all funding opportunities and must be completed before an application can be initiated. Complete

each of the required fields and click the Save Form Information button on the toolbar when

completed.

NOTE: Form and field instructions are provided throughout WebGrants, but applicants are

strongly encouraged to refer to the program area’s Solicitation or Notice of Funding Opportunity
for additional detailed instructions and applicable examples to aid in the completion of each of

the application forms.

MO Department of Public Safety — January 2024

Page 28



Application Creation Wizard - Step: 1

= The Application creation process is a shord wizard.

= Siep 1: Enfer your Application title and select your primary contact.

= Siep 2 Select the Organization for which you will be submitfing this Application

= Siep 3: This is an opticnal step. Select any additional contacts with which you would like to share your
Application

Application - General Information

The Primary Contact is the individual in your organization who will be designated as the primary
perzon responzible for thiz application from your organization. This individual will receive automated
email notifications when your attention iz needed on this application.

Select the organizafion, if you belong to more than one, for which you will be submitting this
application.

Application Title*: test

Primary Contact*: "t
Organization®:

Additional
Applicants*:

E. You will work inside the Application Creation Wizard. When you click start new application it will
bring you to step 1 of the wizard. Enter the application title and primary contact for the application.
Click Save Form Information.
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Application

Application Creation Wizard - Step: 2

« The Application creation process is a short wizard.

« Siep 1: Enter your Application fitle and select your primary contact.

« Siep 2 Select the Organization for which you will be submiting this Applicafion

« Siep 3 This is an optional step. Select any additional contacts with which you would like to share your

application

Application ID:

Program Area*:

Funding
Opportunity*:

Application Stage*:
Application Status*:

Application Title*:

Primary Contact*:
Organization®:

Additional
Applicants*:

Application - General Information il Save Form Information

The Primary Contact is the individual in your organization who will be designated as the primary
person responsible for this applicaticn from your organization. This individual will receive automated
email notifications when your attenfion iz needed on this application.

Select the organization, if you belong to more than one, for which you will be submitting this

26035
Protection Program for \Wictims\Mitnesses of Viclent Crime (PPWAC)

120475-Protection Program for Victims/\Witnesses of Viokent Crime

Final Application

Editing

fest

Adair County, Sheriffs Office W

F. Step 2, add your Organization. Click Save Form Information. (Note - the system will allow you to
save without adding the organization; only the external user can add the organization, to do this

the external user must go back into the Application, General Information form and add an

organization and save.)

G. Once the General Information form is saved, you will be returned to the Application Forms screen.
If you would like to add additional applicants, click on the General Information form then click edit.
Add your additional applicants and click Save Form Information. Each form must be completed and

Marked as Complete prior to submission.
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NOTE: Multiple users can work on a single application at one time so long as they are not editing
the same form at the same time.

<& Submitted Applications

List of all current submitted applications

Funding Opporiunity:

organization:

Dashboard *, Back - @ Oniine Help [z Log Out
Funding Opportunities.
B 25015 - test
ea Applications > i
e stage:  Final Application
Application Due Date:  Oct 29, 2022 12:00 PM
'ﬂil' Profile Program Area: Siate Serdices ba Victims Fund {S3VF)

118967-2021 S5YF Funding Oppartunity

Basel ine Orpanizatian

Requestad Total:

Application Praview £dart History Map

B Application Details

Application cannot be Submitted Currently
- Application components are not complete

Componsnt Complets? Lzst Edited

Ganerzal Infarmation W Jul 27, 2021 9:13 AM - TEST TEST
Contact Information
Praject Summary

statement of the Problem

Typa of Program

NOTE: The Applications Details page will show a header in pink letting you know that you are
required to mark all the forms complete or the application cannot be submitted.

3. Complete an Application

A. Continue from the previous instructions, or on the Side Menu, click the Applications module and

B.

MO Department of Public Safety — January 2024

select the appropriate application.

The Application Forms screen will outline each form that must be completed in order to submit an
application to the Missouri Department of Public Safety.

NOTE: The application forms vary among the grant programs and funding opportunities. The
following screenshot is merely an example.
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<& Submitted Applications

List of all current submitted appicafions:

Funding Opporunity:
Organlzation:

Requested Total:

Dashboard *+ Back 8@ Online Help [Z+ Log out
Funding Opportunities.
3 25020 - test
¥. Applications
e e > status: I
Grants stagva: Final Application This header box will
: i L s display on each screen of
Applihcation Due Data: May 15, 2022 500 PM your appllcatlnn aga
My Profile Program Area:  State Hameland Security Pragram (SHSP) reminder of the project

113158-FY 2020 SHEP Region A Urban

Basel ine Organizatian

title, gramt program, and
application deadlime.

Application Praview

Component

Genaral Information
Contact Information
SHSP Project Packags
Budget

Hamed Attachments

Adort History — Map
B Application Details

Application eannot be Submitted Currenthy
- Application components are not complete

& Proview Applicafion | % "'.“'."-?."'.i.

Compilata? Last Editad

o Jul 28, 2021 832 AM - TEST TEST

The Complete column will track your progress of completing each application form. Each form
must be Marked as Complete before the application can be submitted.

NOTE: Application forms which have been Marked as Complete may still be edited at any time
until the application is submitted. Once the application is submitted though, it is locked.

The Last Edited column will track your changes while completing each application form. If you
have marked a form complete, you may still reopen and edit the form until the application is
submitted. If you reopen and edit a form, the Last Edited column will update accordingly.

C. To open an application form, click on the form link in the Component column.
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<& Submitted Applications

List of all current submitted appicafions:

Dashboard * Back - @ Online Help [ Log Out
Funding Opportunities.
3 25020 - test
Y. Applications >
s Applcations . status:
Grants staga: Final Application
Application Due Data:  May 15, 2022 5:00 PM
My Profile Program Area:  State Homeland Security Pragram (SHSP)

Funding Opporfunity:  113156-FY 2020 SHSP Region & Urban
Organlzation:  Baseline Organizatian

Requested Total:

Ajpplication Praview flart History Map

B Application Details ® Whthairzw

Application cannot be Submitted Currently
- Application components are not complate

Componant Compilata? Last Edited

Ganeral Infarmation W Jul 28, 2021 832 Al - TEST TEST
Contact Information
SHSP Froject Package
Budgest

Mamed Attachments

D. To complete an application form, click on that Component. Each component is a little different

depending on the type of form. When the entire form is completed, click the Save button on the
toolbar.
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Please have all re t
complated. Complete all required fields as indicated

Dashboard

Eduling Oapmiaios El Contact Information
& Applications 3 Authorized Official

Grants .

My Profile |

Authorized Otficlal:

Job Tile*:

Agency*:

Malling Addraas*:

Street Address 1:

E. Once the form is saved and reviewed for accuracy, click Mark as Complete. This command will
return you to the Application Forms screen to continue.
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4. Preview an Application
A. Continue from the previous instructions, or on the Side Menu, click the My Applications module
and select the appropriate application.

B. While on the Application Forms screen, the Preview Application command will display a print
preview copy of your application.

<& Submitted Applications

List of all current submitted apphcafions

Dashboard + Back - & Oonbne Help [ Log out
Funding Opportunities
3 25020 - test
e S g statua:
Giants Stage: Final Applicatich
Application Due Date:  May 15, 2022 500 PM
My Profile Program Arga:  Stats Homeland Security Pragram [SHEP)

Funding Opporiunity:  113156-FY 2020 SHSP Regian A Urban
Organization:  Baseline Organization

Requestad Total:

Applicetion Preview  Alart History — Map

B Application Details

Application cannot be Submitted Currently

= Application components are not complate
Component Compilata? Last Edifed
Generzl Infarmation L Jul 78, 2021 9:32 AM - TEST TEST

Contact Information
SHSP Project Package
Budpat

namad Attachments

C. Click the Print button on the toolbar or the Print to PDF command in the screen toolbar to obtain a
print preview format of your application.
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Dashboard

Funding Opportunities.
& Applications

Grants

My Profile

<& Submitted Applications

List of all current submitted apphcations

* Back ¥ Print -

Send 1o Printear

 Print 1o POF - Porirait

25020 - test

Application Details

Funding
Opportunity:
113156-F¥ 2020 SHEP Ragion A Urban

Funding May 15, 2022 5:00 PM

Opportunity Due
Date:

Program Area:
State Homeland Security Program (SHSP)
Statue: Editing

Stage: Final Applicatian

@ Oniine Help

: Print i PDF - Landscape

[z Log out

Inltlal Submit
Data:

Inltizly
submitted Ey:
Last 3ubmit
Data:

Last Submitted
By:

D. Click the Edit Application command to return to the previous Application Forms screen.

Dashboard

Funding Opportunities
% Applications
Gramts

My Profile

<& Submitted Applications

List of all current submitted apphcafions:

#, Back ¥ Print -

Application Praview  Alart History — Map

B Application Details

25020 - test

Application Details

Funding

Opportunity:

113156-FY 2020 BHSP Region & Urban
Funding May 15, 2022 500 PM

Opportunity Due
Date:

Program Area:
State Homeland Security Program (SHEP)
Statua: Editing

Slage: Final Application

& Oniine Help

[+ Log out

Inltial Submit
Data:

Ity
submitted By:
Last Submit
Date:

Last Submittad
By:
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5. Submit an Application

A. Continue from the previous instructions, or on the Side Menu, click the Applications module and
select the appropriate application.

B. If all information is correct after previewing all application components and all application
components are marked complete, click the Submit Application button.

NOTE: You will NOT be able to make any changes to the application after submission. You must
contact the Missouri Department of Public Safety and request your application be unlocked.

Status:

Stage:  Final Applcation

Application Due  May 15 2022 5:00 PM

Date:
Dashboard
Program Area:  Stste Homeland Secunity Program (SHSF)

Funding Funding Opportunity:  113156-FY 2020 SHSP Region A Urban

Opportunities Orpanization:  Baseline Organization
: Requested Total: S500 D0

ia Applications »

Grants

Applcation Preview  Alert History  Map

e & Application Details ' Submit Application

+ Application is in compliance and is ready for Submizsion!

Component Complete? Last Edited

General Information v Jul 28, 2021 £:32 AM -
Contact Information v Jul 28, 2021 B:52 AM -
SHSP Project Package o Jul 23, 3021 10:00 AM
Budpet o Jul 28, 2021 10:01 AM
Named Attachments v Jud 30, 021 BT AM -

NOTE: The header will turn green when all components are marked complete, and the
application is ready to submit.

C. Once the application is submitted, WebGrants will display a confirmation screen. The individual
listed as the Primary Contact on the General Information form will also receive a confirmation
email.
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6. Withdraw an Application

A. Continue from the previous instructions, or on the Side Menu, click the Applications module and

select the appropriate application.

B. While on the Application Forms screen, the Withdraw command will allow you to withdraw an

application.

NOTE: An application that has been started but will not be submitted does not need to be

withdrawn, but the applicant will continue to receive system-generated alerts from WebGrants
reminding of the application deadline if the application is not withdrawn from consideration.

Status: Edif

B Application Details

Component

General Information
Contact Information
SHSP Project Packape
Budpet

Named Attachments

Stage:  Final Application
Application Due  May 15, 2022 500 PM

« Application is in compliance and is ready for Submission!

Completa?
v
'

.

Date:
Dashboard
Program Area:  Siste Homeland Security Program (SHSP)

Funding Funding Opportunity:  113156-FY 2020 SHEP Region A Urban

Opportunities Organization:  Baseline Organizabion
: Requested Total:  $500.00

ea Applications »

Grants

Apphcation Preview  Alert History  Map
My Profile

Last Edited

Jul 28, 2021 B:32 AM -
Jul 28, 2021 B:58 AM -
Jul 28, 2021 10:00 AM
Jul 28, 2021 10:01 AM

Jul 30, 2021 B:1T AM -

C. Enter areason to withdraw the application in the Withdraw Notes text box and click the Save

button on the toolbar.
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Withdraw Document

Enter the reasons and save to withdraw this document.
X Withdraw

Additional Notes:

==

E. My Applications

This module of WebGrants displays all previously initiated and/or submitted applications by your
organization.

A. On the Side Menu, click the Applications module.

Dazhboard

3 Funding Opportunitiee >

Applications

Grants

My Profile

B. The Current Applications screen will display applications with the status Editing, Submitted, Under
Review, Correcting, and Approved. To view an application, click on the application in the Project Title
column.
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«a Submitted Applications
List of all current submitied applications
Dashboard
Funding
Opportunities Current Apphcations [ Archived Applications
’. Applic o g o - " ]
< Applications > ;= Current Applications
Grants Search:
i Status Stapge Title Organization | Frogram Area & Funding D Diate
My Profile Ovrsor ity e
Cpportunity &
118089 Final |DSSSFFictTest |Baseline DSSSF-Deputy  110068-0SSSF Final
Applcation Organization  Sheriff Salary Pilot Test 2020 Application
Supplementation  (Test) Dieadine
Fund (D555F) ol
Apphicable
120104 Final Baseline DSSSF-Deputy 1100688-D555F Final
Application Organization  Shenff Salary Pilot Test 2020 Application
Supplementabon {Test) Deadiine
Fund (DE5S5F) ol

C. The Archived Applications screen will display applications with the status Editing, Withdrawn,
Awarded, and Not Awarded. To view an application, click on the application in the Project Title
column.
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& Submitted Applications

List of all current submitted appbcations

27561 | Awarded | Final One APP test Baseline

Apphcaton Qrganzation

101540 E dtinsg Firal Deputy Sherff | Basaline
Apphcaton] Salany Qinganization
Supplementation
Fund

Lina

CVEU-Crime
Wichm S8nnces
Lt

oE

DESSF-Deputy
Shariff Salary
Supplementation
Fund [DES5F)

Dashboard - © Online Help  Log Out
Funding Opportunities .
Current Applications [ Archived Applications
i
P >
i= Archived Applications
Grants N ) -
Thie applications below are associated with older Funding Opportumibes and are in Closed or Archrved
slatuses. To view newer applications, dick on the Cumeni Applications nk
My Profile
Search
] Status Stage Title Organization Frogram Arca & Fu
A
27380 Final Toms Test App | Baseline CWSU-Crime 2TIBE-TEST CVS FO
Apphaton Organzabon  Vichim Sanntes [Anchregd)

2T38E-TEST CVS FO
[Archregd)

101335-2020 DE55F
(Tast) (Rnchived)

Sep 18
2014

1200 AM
Sep 18
2014
1200 AM
Apr
2019

Fi

Iy

W

[T

F. My Grants

This module of WebGrants displays all grants awarded to your organization and allows access to Claims

that have been created but not yet submitted.

A. On the Side Menu, click the Grants module.

Dazhboard

L+) Funding Opportunities b

Applications

Grants

My Profile
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B. The Current Grants screen will display grants with the status Awarded, Underway, and Suspended. To
view a grant, click on the grant in the Title column.

List of al current grants
Dashboard . @ Online Help [ Log Out
Funding Opportunities
Current rants | Closed Grants Search Clmms
Applications
= Current Grants
_ b
Search
o it & Status Year | Title Iﬂrgani:aﬁon Program Area Funding Duration Grant
Opportunity Amaount
o210 [[EEETY 2011 |STOPTest2  [iowa WAWA-STOP 02107-5TOP - $130,125.28
Violence Aganst  Test 2
Womaen Grant
VAR
102873 [[EEET] 2019 [theresa 4.28.19  |Baseline SASP-Sexual 8T313-2018- 02008 3o
Organizaton  Assault Serices 2019 SASP -
Progeam (SASF)  Funding 12312019
Cppartunity
TEST)

C. The Closed Grants screen will display grants with the status Closed or Archived. To view a grant, click
on the grant in the Title column.

@ Grant

List of all current grants
Dazhboard - @ Online Halp = Log Out
Funding Opportunities
Current Grants | Chosed Grants | Search Claims
Applications
= Closed Grants
= >
Search:
My Profile 0 & Status Year | Title Organization | Program Area Funiding Duration Grant
Opportunity Amount
08271 22| 2012 LLEBG  |Baseline  LLEBGlocallsw (2233-2012LLEBG 0IONZDIZ  $2670.00
Complance Organization  Enforcasment (TEST) 3
Webinar - Tesd Biock Grant D8/302012
{LLEB{S)
0538 Lusiytie ] 2012 ) EUDL Test Jan  |Baseling EUVDL-Enfoncing 1750-2012 ELDL MM .00
2012 Orgarazabon  Underage Funding Oppartundy -
Diiriing Laws 127312012
Geant (ELUDL)
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D. The Search Claims tab will display search criteria. This is a quick way for user’s assigned financial
reporting responsibilities of an awarded grant to access Claims they have started but not yet
submitted. To view a Claim, click on the report in the Claim Number column.

@ Grant
List of all current grants
Dashboard - @ Oniine Help [ Log Out
Funding Opportunities
Current Grants | Search Claims
Applications
= Q claim Search Q. Search Clams
earch for s by erler 0 O O e _._._.-:E' e |_.. Gl
My Profile Grant Number:
Claim Status: -
Crrganization: -
Claim Date Range: i
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