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Introduction

The Office of Superintendent of Public Instruction (OSPI) uses an Internet-based system — iGrants — to
collect data from Washington State school districts for a variety of federal and state grant applications,
competitive grants (RFPs), 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 iGrants system. This manual is structured so that one
can work at his/her own pace by following the system navigation steps. Screenshots are provided to
illustrate the various iGrants processes.

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

Gaining Access to iGrants
The procedures for gaining access to iGrants are listed below according to organization type.

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 #7 or emailing CustomerSupport@k12.wa.us.

R/

+* Educational Service Districts

*,

DS

* Non-Profit Organizations

X3

8

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

DS


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.

2.

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

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

Login.aspx.

From the EDS home screen,
click on the My Applications
tab. The My Application
page opens. Clicking on the
View my applications link
will bring up the same list.

ASHINGTON STATE
OSP] crcstsuermtenders ‘ fm K|
GiPubic inoucton - J

Please type your username and password to login.

Username: |

Password: |

Login |

Eorgot your password? »>
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This section allows you to manage your account information.

What would you like to do?

® View my applications

e View my application permissions

e Edit my personal information

® Change password

® Search Education Directory

® View Security Managers

3" PHivacy Policy 5 Disclairer
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Note:

Notes:

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

Each user’s My Application
List will contain different
links. If yours is missing the
iGrants link, contact your
district’s data security
manager (districts only) or
OSPIs Customer Support (all
other organizations) at
1.800.725.4311, Ext. 7 and
ask to be given iGrants
access.

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

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.

" Home My Applications Profile

> Application
List

> Application
Roles

> Education
Directory

> EDS
Directory

> Security
Manager
List

Print Friendly &=

My Applications

You have access to the applications listed below. Click on the application you want to access.

If you need access to more applications, please contact your District Security Manager.

Application
Education Data System
Electronic Certification
Events Manager
\Grants

NBPTS Scholarship

»>Privacy Policy  »Disclaimer  » Customer Support: 1.800.725.4311  @Copyright 2004 - 2007
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sewer m nTs / Home Home  Feedback

I Need To...

+ Login To iGrants
(Al Organization Users and OSPI Staff)

¢ Obtain user Login Credentials
¢ Get My Questions Ancwered

* Get 8 list of form package contacts

Message Center: Topics: Resources: Customer Service:
o [essage Center 6 New * Inventory of Form Packages ¢ jssurances * Take Our Quick Survey
o Allocations o General Resource Information « Contact Us with Technical Issues
Alert! o Ingirect Rates o Qther Funding Opportunities
0 New o Carrvover
Funding Opportunities
@

Current Users: 1

»Privacy Policy > Disclaimer > Customer Support: 1.800.725.4311  @Copyright 2004 - 2007




2. iGrants Home Page

I Need To...

1. Depending upon what you need
to do, you can navigate to
various pages by clicking the
appropriate link from the
iGrants home page.

Test Web ‘ . &5 froe @ H

Server hmn*s / Home  Home Feedback Logout

Bacl

Get My Questions Answered

* Frequently Asked Questions

* Questions on content of the Application/RF?/Report pages

Notes:

* Obtain user Login Credentials
+ Technical Questions for iGrants (1 have revieed the narrated tutorial but stll have a question)

e Clicking Login to iGrants + Fot conte he Grants e Sectin
would take you to the
iGrants login page.
e C(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

Message Center
1. Clicking the Message Center link Test Web | g5 forore

[J
. . SENEI’ hmn*s / Home Home  Feedback
on iGrants home page displays

the Message Center page which

is used to display any New, ad
Current, or Archived messages
. The Message Center
rega rd | ng fOFm package The message center is divided into the following four categories:
aCtivation S. & New (new messages less than 15 days from posting)

& Current (messages greater than 13 days from posting)
* Archived (messages greater than 30 days from posting)
o Funding Alert (messages marked as competitive funding)

Notes:
H H H Date: 7/26/11
° CIICk on the a pproprlate Ilnk Message: ;66(2011711 System)
(New, current' or Archived) The following form package has been added to the list of available iGrants form
packages.
to see messages' Title I Part C Ed. of Migrant Children EOY (Summer Program)
[ ] C|ICk the Print ICOn tO pr'nt Form Package 249
th e page . Purpose:

Report the FTEs funded by Title I Part C Migrant Education during the summer months
and evaluation results as compared to approved application.

Eligible Subgrantees:
School District

Due Date: 9/15/11




Topics

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

Topics:
¢ Inventory of Form
Packages
++ Allocations
+* Indirect Rates

®,

%+ Carryover

Notes:

e C(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 including
contact information for each
form package.

Note:

e Click the Back button to
return to the home page.

Inventory of Form Packages

The term form package is used to describe the type of form package, source of funding and how the form package is delivered to its intended audience. For example,
some form package types are competitive and some are run as a consortium. The form package contains all of the information and forms needed for application
purposes. Select the specific category below or select the All category to display all form packages housed within the iGrants system. Keep in mind, some form packages

have been activated for user access and some may still be in the development phase.

'YOU ARE NOT LOGGED IN!

After viewing form package details listed in this inventory, return to the iGrants home page to login. |

Select a Fiscal Year

Select a Form Package Type

All Form Package Types

Federal Grants

Federal Competitive Grants

Federal Reports

Consolidated Program Reviews

State Grants

State Competitive Grants

State Reports

Report Others

Federal Consortium Grants

Federal Competitive Consortium Grants
State Consortium Grants

State Competitive Consortium Grants
Consortium Grant Others
Consortium Report Others

Gos Jroe

Home Home  Feedbac|

Select a Form Package By Organization

School Districts (district form packages)
Public Schoals (school form packages)
ESDs

Non-Profits

Institutions

Selected Category Is: State Grant

Abbreviation FP: Form Package - OPEN: Available - Closed: Unavailable - In Development: Under Canstruction
Press the name of the form package to access the purpose and other profile information.

Name;

ducational State School Principals Open 6/16/2011 8/12/2011
Leadership Intern  Grant District  Association
Program AWSP

409 Full-Day State School Early Learning Open 6/22/2011 7/15/2011

Kindergarten (Pasce Grant District
Only:

359 Full-Day State School Early Learning Open 6/10/2011 6/27/2011 Mercedes Eckroth
Kindergarten Grant District Program Support
Renewal) 360.725.4952
mercedes.eckroth@k12.wa.us
217 Highly Capable  State School  Highly Capable Open 6/%/2011 7/4/201t  Go  Gayle Pauley Steve Shish Go
Students Program ~ Grant District Director Apportionment
360.725.6100 Steve.Shish@kl2.wa.us
gayle.pauley@k12.wa.us
Jody Hess
Program Supervisor
360-725-6230
Jody.Hess@k12.wa.us
Sandy Benedetti
Program Support
360-725-6101
sandy.benedetti@ki2.wa.us
218 Learning Assistance State School Special Open 6/3/2011  7/1/2011 Go  Gayle Pauley Steve Shish Go
Program (LAP) Grant District Programs and Director Apportionment
Federal 60.725.6100 1 hish@ki2 wa

Fun Budget
0SPI Program Contact | Grant Analyst
Go

Linda Thomas

AWSP
360.357.7951
linda@awsp.o!

Mercedes Eck

Program Support

360.725.4952

mercedes.eckroth@kl2.wa.us

695 ipmnis -

Home Home  Feedback

Staci Brooks

Director, Grants

Management

rg 360.725.6278
staci.brooks@ki2.wa.us

roth




3. Clicking the FP Name/Profile “© Prafile - Windows Internet Explorer [[=1[< ]
. ‘g https: feds tst.ospi k12 wa, usfiGrants (S(ynwOrbSS0l30ihzxj2iekl45)) WwebPages /HomePages/FormPackagelnventary/Profile. aspx7printable=truesFpl| v | 14
link or Go, the page refreshes to | o e yow Favertcr 1006 e
display the form package profile |[# « - & & -G - G- @40 29 3
page. The profile page gives =

iGrants System 2011-12

general information about the T e ——
form package, including due Educational Leader:ship Lntern Prooram
) ate Gran
date, purpose’ ellglble Sub OSPI Program Area: Principals Association AWSP
grantees, contact info rmation, Purpose: Designed to provide assistance to districts so that classroom teachers are able to perform A

administrative duties with the sole purpose of becoming an administrator.

etc.

Application Information Reference URLs and Materials

Board Approval Required: N/A
No

Form Package Due Date:
Friday, August 12, 2011 5:00 PM

Project Period:
7/1/2011 through 5/30/2012

Website Addresses

NSA

Eligible SubGrantees

School District

Other Related Information

N/A

-

Done €D Internet #100% v H|

4. Clicking the Allocation hyperlink Test Web | 5 605 oo

on the iGrants home page Server EF‘QHTS , Home  Home Feedback

displays the Allocation
Amounts page.

Allocation Amounts Bad
The term allocation refers to dollar amounts a sub-recipient has been allocated for a particular funded program. The dollar amounts are often based on a detailed
The flscal year defa u ItS to the funding formula. This term is typically used for both federal and state funded programs.
curre nt yea r, but you can use SelectaFiscaIYear Select a Funding Type

Federal Grants

the drop-down filter to view
allocations for prior years.

State Grants

Select Federal or State grants to
generate a report.

> Privacy Policy  »Disclaimer > Customer Support: 1.800.725.4311  @Copyright 2004 - 2007




5. Clicking Select a Funding Type Test Web &5 foore =
link on Allocation Amounts page
displays allocation amounts for
different form packages sorted
by organization name.

SENel" GranTS Home Home  Feedback

Allocations Bad

Federal Funded for 10-11

Notes: S == o === N ===

I k h k b sgrsp 2OYE and Girls Clubs of South Puget 364 21st Century Community Learn Centers (Continuing ¢335,273
° C ic t e BaC utton tO gO Sound Awards - Consortium) '
CFIC  Camp Fire USA Inland N Counci 383 T (D $194,000
back tO the home age (Continuation Awards - District)
p g . 19901 Central Washington University 436 Special Education State Needs Projects $264,244
19901  Central Washington University 436 Special Education State Needs Projects $36,033

e C(Click the Print icon to open

21st Century Community Learn Centers (New $72,000
) 1

CsL Communities in Schools of Lakewood 540 ‘Apalicants - District)

the page in printer friend Iy CaCKG ggu’“n”t:/“"‘w B S TR 85 | 215t CCLC Cohort § (Continuing Awards - Disirict)  $410,518
View. DECCA  Distributive Education Clubs of America 388 g‘:ﬁ”f Leadership - Federal (Selected Recipients ¢, 41
32801  Educational Service District 101 209 Title I Part D Subpart 1 N or D State Agency $32,158|
32801 Educational Service District 101 23 Title 111 LEP (Censortium Package) 0
32801 Educational Service District 101 232 Title 111 LEP (District Package) 50
32801 Educational Service District 101 267 Special Education IDEA-B and Section 619 (District ¢, 17
Package)
32801 Educational Service District 101 %7 Special Education IDEA-B and Section 619 (District @

Package)
ARRA CSA Ed Tech Support Center (ETSC) ESDs

32801  Educational Service District 101 293 101, 112, 121 $13,500
32801  Educational Service District 101 356 Title I Part D Training Proposal - Mini Grant 2,260
32801 Educational Service District 101 422 Prevention Intervention Services Program (Federal) 521,087
32801 Educational Service District 101 426 21st CCLC Cohort 6 (Continuing Awards - District) §409,274|
32801  Educational Service District 101 452 Title I Part D Education Advecate Project $91,050,
32801  Educational Service District 101 452 Title I Part D Education Advecate Project $91,050

6. Clicking the Indirect Rates link Test Web G5 fro @
on iGrants home page displays a
page which describes the
purpose of the indirect rate
followed by a drop-down for

ﬁscal yea r An indirect rate allowed by most grants helps subgrantees to offset the cost of providing program services, Not all grants alow an indirect rate to be applied. The programs that
. do allow an indirect rate are based on either a restricted, unrestricted, or state recovery percentage. Indirect cost limits ensure that state and federal moneys are expended for
intended uses and for allowable costs. Allowable costs include expenditures directly traceable to the program (direct expenditures) plus a limited allowance for overhead or
indirect expenditures.

SEI’VBI’ Home Home  Feedback Logout

Bacl

Indirect Rates

Note:

Select a Fiscal Year

e The fiscal year defaults to
the current year.

3 Driyary Doliey 3 Digrlaimer % Cuctomer Sipnnst 1800 05 4911 ACanyright 2004 - 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 ‘

Indirect Rates
for 11-12

14005
21226
2017
29103
31016
02420
17408
18303
27931
06119
17403
37501
01122
27403
20203
37503
21234
18100
4111
09075
16046
29100
06117
05401
27019
04228
04222

ém iﬁmnis - ﬂ

Server GPQFTI'S / Home  Home Feedback Logout

Bacl 9
Print

Restricted Rate Unrestricted Rate Recovery Rate:
Aberdeen School District 0.0225 0.1007 0.1421
Adna School District 0.0315 0183 0.189
Almira School District 0.0472 0.2447 0.2921
Anacortes School District 0.0256 0.1542 0.1627
Arlingten School District 0.0303 0.1296 0.1428,
Asatin-Anatone School District 03522 0.1563 0.1901
Auburn School District 0.0275 0.1285 01344
Bainbridge Island School District 0.0387 0.1741 0.1825
Bates Technical College 0.1 0.0 0.0,
Battle Ground School District 0037 0.1529 0.1529
Bellevug School District 0.0347 0.1573 0.1603
Bellingham School District 0.0357 0.1519 0.1592
Benge School District 0.0345 0.2645 0.3225;
Bethel School District 0.0302 0.1311 0.1414|
Bickleton School District 0.0502 0.1755 0.1932
Blaine School District 0.0207 0.169 0.1841
Boistfort School District 0.0453 0.2544 0.3788)
Bremerton School District 0.0817 0.1948 0.1767
Brewster School District 0.028 0.1863 0.198
Bridgeport School District 0.0449 04777 0.1795
Brinnen School District 0.1296 0.3417 0.3205]
Burlington-Edison School District 0.0435 0.1724 0.1819,
Camas School District 0.0394 0.1452 0.1582
Cape Flattery School District 0.0322 0.1841 0.2159,
Carbonado School District 0.0545 0.3034 0.32
Cascade School District 0.022 0.1568 0.1779
Cashmere School District 0.0453 01422 02018

Test Web ‘

m iﬁrum; ‘ ﬂ

u
SBNEI’ / Home  Home Feedback Logout

Bad

Carryover Amounts

Select a Fiscal Year

_

The tem carryover amounts refers to unspent funds that have been carried over from the previous fiscal year to the next. This term is applied to federal and some state funds.

Select a Funding Type
Federal Grants

State Grants




9. Clicking the funding type link on G5 fro- @ H
the carryover amounts page Home Home feecack  Logout

displays the appropriate
carryover amounts for all .
. . Carryover Bk B 4
organizations by form package e
. Federal Funded for 10-11
for the selected fiscal year.
. 2834 A West Elementary 366 EETT Peer Coaching (Selected Recipients Only) $3,503
N Otes . 2834 A1 West Elementary 502 ARRA Peer Coaching (Carryaver Only) 468
2834 A1 West Elementary 503 ARRA Teaching and Learning in the 21st Century (TL21) §2,425
H 14005  Aberdeen School District 201 Title I, Part A Improving Basic Programs $365,030
° g
CIICk the BaCk bUtton to 14005 Aberdeen School District 208 Title I Part D Subpart 2 Meglected or Delinguent Local Agency £18,8332010-11
H 14005 Aberdeen School District 32 Title 11T LEP (District Package) $48,058
ret u rn to p rev' O u s pa ge * 14005 Aberdeen School District 236 Title 11 Part D Enhancing Education Through Technology 3,172 2010-11 Funding
. . . . 14005 Aberdeen School District 239 Title IT Part A Teacher Principal Training and Recruiting $200,056
° CIICk the Prl nt Icon to prlnt 14005 Aberdeen School District 262 Rural and Low-Income School Grant §7,116
h 14005 Aberdeen School District 267 Special Education IDEA-B and Section 619 (District Package) $35,965 IDEA-B
t e page . 14005 Aberdeen School District 267 Special Education IDEA-B and Section 619 (District Package) 2,344 Section 619
14005 Aberdeen School District 416 21st Century Community Learn Centers (Continuing Awards - District) §75,280
14005 Aberdeen School District 426 21st CCLC Cohort 6 (Continuing Awards - District) §73,580
14005  Aberdeen School District 482 ARRA Title I, Part A $170,191
14005 Aberdeen School District 485 ARRA Mckinney-\ento Homeless Children and Youth §5,101
14005 Aberdeen School District 487 ARRA Special Education IDEA B and Section 618 Carryover Funds $390,731 [DEA-B.
14005 Aberdeen School District 487 ARRA Special Education IDEA B and Section 619 Carryover Funds £12,847 Section 619
14005 Aberdeen School District 500 ARRA Title I1 Part D (Carryover Only) §9,456
3209 Abraham Lincoln Elementary 366 EETT Peer Coaching (Selected Recipients Only) $1,601
3209 Abraham Lincoln Elementary 502 ARRA Peer Coaching (Carryover Only) §847
3209 Abraham Lincoln Elementary 503 ARRA Teaching and Learning in the 21st Century (TL21) $2,353
2585 Acme Elementary 503 ARRA Teaching and Learning in the 21st Century (TL21) §1,840
2136 Adams Elementary 366 EETT Peer Coaching (Selected Recipients Only) §1,827
21226  Adna School District 201 Title I, Part A Improving Basic Programs 50
21226  Adna School District 236 Title II Part D Enhancing Education Through Technology §12010-11 REAP

Resources

1. Clicking the Assurances link on
iGrants home page displays a P e Rem om
page which describes the
purpose of assurances and gives
a list of individual federal and Assurances I 9
state program assurances. "

695 iﬁrums - ﬂ

Assurances represent specific requirements a subgrantee (recipient of funds, e.g., schoal district) must comply with, The general assurance page applies to all

federal and state programs housed within the iGrants system. There are nine compliance items ranging from fiscal contral, fund accounting procedures, and proper record
keeping. This single page must be signed and kept on site by all sub-recipients. In addition to the general assurances, some programs require their own program assurance
page, e.q., Title T, District Improvement, and Special Education. All subgrantees must enter the iGrants system to fully process each of the assurance pages, where applicable.

Note:

o Select the appropriate fiscal Fisca eriod
year from the drop-down.
. General Assurances
The flscal year defaUItS to 21st CCLC Cohort 6 (Continuing Awards - District)
th e curre nt yea r 21t Century Community Learn Centers (Continuation Awards - Consortium)

215t Century Community Learn Centers (Continuation Awards - District)
215t Century Community Learn Centers (Continuing Awards - Consortium)
21t Century Community Leam Centers (Continuing Award - Dietrict)

21st Century Community Learn Centers (Continuing Grantees - Consortium)

215t Century Community Learn Centers (Continuing Grantees - District)

Advanced Placement Test Fee Program: 18

Colleqe Readiness Initiative: Navigation 101 (Continuing Recipients Only)

CSA Educational Technology Support Center (ETSC)

C5A Educational Technology Support Center (ETSC)

CSA Secondarv Education and School Improvement

Early Learning and STEM - Exploration and Wonder of the World




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

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

K/

7 7 7 7 7
LR XN X KR X

R/ R/ R/ R/ R/ R/ R/
0.0 0.0 0.0 0.0 0.0 0.0 0.0

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

Test Web
Server

i P

Home Home

Assurances

21st CCLC Cohort 6 (Continuing Awards - District) for 11-12

Page 1
Assurances 2011-12

Before completing this certification, please read assurances carefully,

By signing the Certificate of Assurances, the duly authorized representative of the applicant certifies
that the applicant will comply with the assurances pertinent to all applicants and to programs for which
the applicant is applying, includes but is not limited to:

Compliance with all federal requirements of the federal 215t Century Community Learning
Centers as detailed in Title IV, Part B of the Elementary and Secondary Education Act of
2001, No Child Left Behind.

The applicant assures to the best of his/her knowledge and belief that the data in this application are
true and correct and that the filing of the application has been duly autherized by the goveming board
of the applicant and that the applicant will comply with the required assurances if funding is approved.

Project applicants are required to sign the Certificate of Assurances, certifying that the applicant wil
comply with the assurances pertinent to all applicants and to programs for which the applicant is
applying. The applicant also certifies that they will comply with the general assurances listed in the
consolidated state application (iGrants),

L]

Feedback  Loge

Bacl q

print

Home  Home

General Resource Information

The general resources section can be helpful to new users, as well 35 the seasoned grants manager, The supportive grant, legislation, and regulatory finks and documents on

tapics such as ESEA, Transferability, and Time and Effort requirements, are designed to assist grants managers with grant, report, and consalidated program review
preparation.

d H

Feedback  Logout

Bad




Customer Service

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

Please contact. ..

When you need help with. ..

District Data Security Manager

(school districts only)

Setting up accounts (first-time users)

Login or access issues

Forgotten or expired passwords

Changing role assighments

Technical assistance with local computer and/or network

Customer Support / 800-725-4311 #7

(ESD, college/university, non-profit or
for-profit organization)

Setting up accounts (first-time users)
Login or access issues

Forgotten or expired passwords
Changing role assignments

Program Contacts

(see Profile Page for contact names
and phone numbers)

All program related questions regarding:

Application content
Timelines/deadlines
Budgets

Appropriate use of funds

OSPI IGRANTS STAFF

Terri Vatne/Jan Burt
(360) 725-4956
iGrants@k12.wa.us

Technical assistance due to iGrants system malfunction, e.g.,

Data isn’t saving

A calculation isn’t working correctly

Trouble submitting a form package

Don’t see a form package displayed on your list of available form
packages

GRANTS MANAGEMENT/CLAIMS

Holly Hill (360) 725-6281
holly.hill@k12.wa.us

Michelle Sartain (360) 725-6282
michelle.sartain@k12.wa.us

All claims-related questions.

Even though the budget is created in iGrants, claims is a separate EDS
system managed by grants management staff, not iGrants.



https://eds.ospi.k12.wa.us/SecurityManagerList.aspx
mailto:customersupport@k12.wa.us
mailto:iGrants@k12.wa.us
mailto:holly.hill@k12.wa.us
mailto:michelle.sartain@k12.wa.us

3. Entering Form Package Data

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

packages that have been created for current or past fiscal years, depending on the fiscal period selected
in the drop-down in the left-hand corner of the page. The form package initially displays with the status
of Not Initiated. The form package pages are sometimes pre-populated even though the status is Not

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

Clicking Save changes the form package status to Draft.

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

Notes:

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

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

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

Notes:

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

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

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

Test Web

Server  Grants /

ém ipmms - ﬂ

Feedback  Logout

Funest Arya Role: Site Administrator
Aberdeen School District

© Administrator

District,

© Selecta Form
Package

School
@ Selecta Form
Package
Consortium

O Selecta Form
Package

Use Search Criteria or
Press Name of Form Package Below

Form Package Selector ("Search
Form Package ID:

Form Package Name:

Funding Group Type: Al

Funding Type: Ta ol
Milestone: Ta o

[ Include Hidden

|[Form Pkqg [Form Pkg |Current
(SPLPrOATAM | yailable Due [Form Plq
|Date |Date |Status/Date

21st CCLC Cohort 6 (Continuing Awards - 21st Century 08/15/20115/15/2011  Set Backto Not  Terri

Modified

Modified  |Change Requests(Budget Amount
[(osP1] |(Narrative/Data)|/Revisions

District) Community Learning 5:00:00 PM Initiated Saker
Centers 08/11/2011
417 2dst Century Community Learn Centers 21st Century 08/15/2011 9/15/2011
Hige  (Contnustion Awards - Consortium) Community Learning 5:00:
ide
Centers

21st Century 08/15/" znus 15/2011
Community Learning 5:00:00 PM

363 2ist Century Community Learn Centers

Awards - District]
Hide (Continuation Awarde - District)

= Centers

416  21st Century Community Learn Centers 215t Century 08/15/2011 9/15/2011
Hide (Continuing Awards - District Community Learning 5:00:00 PM
— Centers

215t Century 08/15/20119/15/2011  Set Backto Not  Terri
Community Learning 5:00:00 PM  Initiated Baker
08/10/2011

541 21st Century Community Learn Centers
Hide Continuing Grantees - Consortium)

== Centers

Test Web

Server . Grants J

Puneet Arya Role: Site Administrator|
Aberdeen School District

6“ iamms - ﬂ

Feedback  Logout

pered

@ Required Pages

[

@ Administrator

Disfrict

O Selecta Form
Package
School

O Selecta Form
Package

Consortium

@ Selecta Form
Package

Use Search Criteria or
Press Name of Form Package Below

Form Package Selector —
Form Package ID: 219

Form Package Name:

Funding Group Type: Al

Funding Type: |AH M
Hilestone: [an "

[ Include Hidden

Form Pkq [Form Pkq [Current
o ! - - nge Requests Budget Amol
gf;l Proaram |y ailable pue FormPkq  |Modified |Modified nsplc,"':";i::e = B::v;'i:m unt
[Area Dale |pate Status/Date| [(Narrative/Datal /Revisions

219 State Transitional Bilingual Instructional Program Bilingual 06/13/20117/1/2011  Draft 07/01/2011 Completed

Hide 5:00:00 PM

— Original
$210,244

> Privacy Policy » Disclaimer  » Customer Support: 1.800.725.4311  @Copyright 2004 - 2007




3. Clicking form package name or Test Web | 65 foo: @ B

the ID displays the form - Server Grants / Home  Home Feedback Logout

package detail pages. Pures: Ay Rale: Stz drinisre

Aberdeen School District

Fiscal 274 Perkins (5-Year) Application Plan (Skill Centers Only)

Period 1712 Current Form Package Status: Not Initiated
Notes: 0t @D @ED ED @D ©ED @
e The contact page is the Dl

My

Mark i
Compieted Save  Print

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

e Enter or update the data as § bt
required and click Save. vy

e The top of the page displays  f ostinn  usinane

Package

the form package name and First Name:

© Roguired Pages

[

Contact information copied over from previous fiscal period.
Please verify for accuracy.

School Alternate’s Last Name:
the curre nt Status' 05,;::,,“ Alternate’s First Name:
e Clicking Set Back to Draft -

icon would change the page Consortiuf

status to draft and the icon < R
changes to Mark state "

Zip Code:

Completed.
o After entering the data, click
Save and Mark Completed.

4. Clicking the Application tab, Test Web | G5 g 4 B

displays the form package Server Gl‘dnTS Home  Home Feedback Logout

Puneet Arya Role: Site Administrator
pages. £

Aberdeen School District

i o e o e
Notes: (R D TR @ X @D @
e Enter or update data as e QT e 1 55 (ot e o verr
required and click the Save Prearareal TS
icon. s B s P e

e C(Click the Print All icon to
@ Administrator
view and print all form page1
package pages. District

. . 9 SelctsForm \dministration Timeline f
e After entering the data, click | "=~ —Manmm

Save and Mark Completed.

School

SekciaH P Substantially Approvable Status Tutorial
oP::hanie o SAS Tutorial (How the SAS page in iGrants functions.)
Consortium
For OSPI Use Ontt
@ Select a Form ( V)
R SAS Further sAS REAP-Eligible
0SPI Approval Status Action Required | Approval = SAS Approval
Report Tool




5. Enter Save data on all the
required pages and mark each

Test Web | §s oo @ H

Server GPQ TS / Home Home  Feedback Logol

Puneet Arya Role: Site Administra
page complete.
Fiscal 4, ;) 274 Perkins (5-Year) Application Plan (Skill Centers Only)
Period Current Form Package Status: Not Initiated
Note: N O D @D D T T
H H © Instructi -
e C(Click Next to navigate s Page L SAS (Nt Intizted) ol e
dh Milestone Viewer
between the pages. _ _oage 158 (Mot Intiated)
© Reauired Pages &/ Q ] Page 2 Assurances (Not Initiated)
Mak  swe pim Page 3 Request Waiver Form (Not Initiated)
Completed .
[} Page 4 Required Uses (Not Initiated)
Page 5 Allowable Activities (Not Initiated)
Page 6 State Levels of Performance (Not Initiated)
Bl ’— Page 7 Teacher Data (Not Initiated)
_ el Page 8 Program of Study/Certification (Not Initiated)
District
0 Selcts Forn Grant Administration Timeline for To Document
Packige Substantially Approvable Status (SAS) |——
School
 selecta¥ Substantially Approvable Status Tutorial
P:ch;e o SAS Tutor (How the 5AS page in iGrants functions.)
Consortium
Bnthvn (For OSPI Use Only)
Packa -
o SAS Further SAS REAP-Eligible
0SPI Approval Status Action Required | Approval = SAS Approval
Report Taol

. N .
6. Select the Milestone Viewer Gos fooe @ H
Home Home  Feedback Logou
from the page drop-down to
H Puneet Arya Role: Site Adminictrate
display the status of all form e
Fiscal |, ;5 274 Perkins (5-Year) Application Plan (Skill Centers Only)
package pages. Period Current Form Package Status: Not Initiated
o (U (D CEE D T D T D €D €
N © Instructio
NOte' B ‘M\\estone Viewer M-F
e Clicking the page icon will y 0 . D 0
© Required Pages Page 3 paged Pages
B age age
d|5p|ay that page. Page 1 5AS Page 2 Reqluest Required | Allowable
[ Assurances | Waiver Uses Activities
Form
Not Initiated | Not Initiated . Not Initiated | Not Initiated
© Administrator Not Initiated
b i il
Ok Page 6 State Page 7
Dl?frm Levels of Teacher SPta!.’]je BCPr:tlgfll'an:.of
ogele:imum Performance Data udy/ Certification
o Mot Initiated | Not Initiated Not Initiated
Scheol
0 selctaFom
Package
Consortium
0 selctaFom
Package
=
Report Tool




7. Clicking the Budget tab displays &s fooe A H

. Server ome  Home  Feedback  Logou
either the page to create a new ﬁ . fome st 55

budget or the list of existing Wiee Sl Dt
budgets. B P T T
OpoiePage Contact kI hpplcatin k1" Bucdget b1 Finish W—{" oty I Notes
Notes: 8 hructors Budget Indirect Rate Calculator
Allocated Budget Amount: 50
° If y0 uare Cl’eati ng a hew oﬂﬁ Indirect Rate: (rate cap for this program) 0.02250

o . p
MNew Indirect Amount: E

budget, click the
button which will take you

Take Less Than Indirect Amount:

Odmnerr | ogeted Divect Bupendiures: el "
to the Budget Indlrect Rate (remainder to distribute within matrix cells)
l|l||'||.|! " Cakeulate TS
Calculator. District, =
e If you are taking less than S

the indirect amount fe
displayed, enter the amount | o
in the white field, then use

the button 7
to recalculate the Budgeted

Package
Direct Expenditures Report oo
amount.

8. Clicking the Help hyperlink Budgat Indirect Rate Calculator Help
displays the help page with the

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

Indirect Rate: Percentage of grant used for allovable indirect costs. These rates are calculated by School Financial Services.
information on Budget Indirect
Indirect cost limits enzure that state and federzl meneys zre expended for intended uses and for zllovable costz. Allovable costs
Rate CaICUIator‘ include expenditures directly tracezble to the pregram (z’ﬁrectexpendl'tures) plus = limited zllowance for overhaad or indireck
expenditures.

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

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

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

Budgeted Direct Thiz amount iz distributed throughout object and activity cells within the budget matrix . Budgeted Direct Expenditures, plus the
Expenditures: Indirect Amount should equal the Total Budgeted Expenditures matching the Allacation Amount.
(remzinder te distribute vithin
mztrix callz)

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




9. Clicking @ on the

Budget Indirect Rate Calculator
page displays the Budget
Matrix.

Notes:

e Enter/update data as
required; click Save.

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

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

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

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

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

Notes:

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

e Alltheicons, including the
one for Required Pages
(located in the left-hand
navigation bar), must
display a check mark in
order to submit a form
package for internal Org
Review.

Puneet Arya Role: Site Administrator
Aberdeen School District

@ Profile Page

© Instructions

'

© Required Pages

[]

© Administrator

District

© Selecta Fom
Package

School

© Select a Form
Package

Consortium

© Selecta Fom
Package

274 Perkins (5-Year) Application Plan (Skill Centers Only)
Current Form Package Status: Not Initiated

® L@ @/ Q , Wodified By Modified On  Modifed By Modified On
e A ByOrg.  ByOrmg. ByOSPI By OSPI
Caleulste BackTo  Marke — save  Print
Matrix  Caleulator Comple
ESD: CaDistID: Organization:
Educational Service District 113 14005 Aberdzen School District
Form Package Name: Program Number:  Revenue Account Number:  Sub Program Number: Fiscal Period:
274 Perkins (3-Vear) Applicztion Plan [Skill Centers Only 48 6146 11-12
Fiscal Officer: Budget Contact Name: Budget Contact Phane: Category:
2011-12 Funding
Obiect of Expenditure
Supplies Instr,
Debit Credit  Salaries- Salaries- Benefits Resources, & Purchased
Transfer  Transfer  Certificated Classified  &Payroll Taxes  Non-Capitalized Services
Activity Total 0 1 1 3 4 5 7
15 Public Relations 0 000K
21 Superv, -Instruction 0 0K
22 Learning Resources 0 X0
23 Principal's Office 0 X0
24 Guid, & Counseling 0 X0
25 Pupil Mgt. & Safety 0 X0
26 Health /Related Serv 0 X0
27 Teaching 0 X0
28 Extracurricular 0 X0
29 Pay to School Dists. 0 00K 000K KKK 000K KKK 000K

Grant Number:
Beginning:  Ending:
YL 8iE02
Budget Type:
Original
Capital
Travel Outlay
3 [}
000 s

Test Web

Server ‘Grants J

&5 iﬁr‘unts -

Home Home  Feedba

Puneet Arya Role: Site
Aberdeen School Districf

Fiscal

period 1712

@ Profile Page

@ Instructions

a’®

© Required Pages

@
X

@ Administrator

District

@ Selecta Form
Fackage

School
© Selecta Form
Package

Consortium

@ Selecta Form
Fackage

274 Perkins (5-Year) Application Plan (Skill Centers Only)
Current Form Package Status: Nt Initiated

O O T D T CD @D

IMPORTANT!
Al companents must display & check mark
before a form package can be marked finished.

Required: [ Contact: [} Application [ Budget: [}

SEE DISTRICT OFFICIALS
if the Required Pages icon is not displaying a check mark.




11. Once all pages have been
marked compete and you have
clicked the Finish tab, click the
Notify tab to send an email to
your organization’s iGrants
Administrator.

Notes:

Click the Send Message
button to send the email.
Current form package status
now changes to Under Org
Review.

12. Once you have clicked Notify
and the form package has been
assigned the status of Under
Org Review, the form package
can be submitted to OSPI for
review.

Notes:

Submitting a form package
to OSPI can only be done by
your organization’s iGrants
Administrator.

The iGrants Administrator
must click the iGrants
Administrator icon in the
left-hand navigation bar to
reveal the iGrants
Administrator Console.

Click the @ button to
display form packages ready
to send to OSPI for
approval.

Terri Baker R
Aberdeen Sch

Fiscal
Period 11712

© Profile Page

© Instructions:

© Required Pages

[]

© Administrator

District

@ Select a Form
Pachage

School

© gelect a Form
ackage
Consortium
© Select a Form
ackage

Report Tool

From:

To:

cc:

Subject:

Message:

Comments:

219 State Transitional Bilingual Instructional Program
Current Form Package Status: Finished

[ contnct b Y hopicon b Y Budget &1 e & 1 oty b1 oter 3

DoNotReply@k12.wa.us
Use 'DoNotReply@ki2.wa.uz', Only uze this ifyou sre experiencing problems raceiving &-mails.
Jean Prochasks - jprochasks@ssdS.ers

Fiscal Officer - David Herrington - dherrington@zsd5.org, Fiscal Officer Alternate - Doris Daly - Grant

- thergens@asdS.org, Terr Baker - teri baker@k1Zwa.us

Aberdeen School District Form Package State Transitional Bilingual Instructional Program (219)(11-12) is Now
Ready For Internal Organization Review

Form Package Now Ready For Internal Organization Review:

(Sent To iGrants Administrator, Fiscal Officer and Grants Administrator)

The farm package identified in the header of this email is now ready for intemal review by organization officials to ensure all components of the form package,
including the contact page, form pages, znd budget (if applicable] ars fully complete and ready for OSPI review and epproval.

After reviewing this form package, please contact the iGrants administrator to send the request for approval email to OSPL.

Thank you.

Test Web

Server | ‘Grants y

S 6” i}runls L |

Home Home  Feedback

Puneet Arya Role: Site Ads
Aberdeen School District

perod 11121

a’m

© Required Pages

L]

© Administrator

District

Q Selecta Form
Package
School

Q Selecta Form
Package

Consortium

Q Selecta Form
Package

Form Packages Ready for Internal Review and Request for OSPI

Approval:

Form Packages Marked Finished:

Form Packages In Draft Status:

Form Packages All Status Levels:

» Privacy Policy

iGrants Administrator Console

@ o request spproval for these form packages.

@ Thesefom packises hve buen mrkad Frishd. oy buzn
is next

@) These form packages are in the beginning stage of pracessing,

@ isplays sl form packsges and allseatus level,

> Disclaimer  » Customer Support: 1.800.725.4311  ©Copyright 2004 - 2007




13. Clicking the @ button displays
the list of form packages ready
to submit to OSPI.

Notes:

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

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

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

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

Notes:

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

The iGrants Administrator
can also access the User List
and Activity Usage tabs to
get information on iGrants
users and system usage.

Test Web ‘

Server Grants /

éns iﬁrunws )

Home Home  Feedback

Puneet Arya Role: Site Adn]
Aberdeen School District

perd

© Required Pages

L]

© Administrator

District
@ Selecta Form
Package
School
O Selecta Form
Package
Consortium

@ Selecta Form
Package

iGrants Administrator Console

PRESS BACK TO RETURN

Ready for Internal Review and Request OSPI Approval: The list of form packages displayed under this status level is ready for internal district review. R
applicable form package components for completeness, e.g., contact information, form pages, and budget. After reviewing the form package contents, sen
request for approval email to the OSPI program office. Press Send All if you choose to request approval for multiple form packages.

Form 10 FormPackaoe _____________lilestonc __[Modificd By ModifiedDatc Ready for Sendingl ... |

219 Aberdeen School District State Eﬂr 8/30/2011 Yes Request 0371 Approval

Terri
Borgens

Bilingual Instructional Program Under Org. Review

8/26/2011 Yes Request 0SPI Approval

send 10

06 Aberdeen School District Title [ Part C Education of Migrant Children Under Org. Review

» Privacy Policy  » Disclaimer  » Customer Support: 1.800.725.4311  ©Copyright 2004 - 2007

&5 iirama -

Home Home  Feedback

Puneet Arya Role: Site Ad)
Aberdeen School District

pend

© Required Pages
[

© Administrator

District
© Select a Form
Package
School
© Select a Form
Package
Consortium

© Select a Form
Package

iGrants Administrator Console

PRESS BACK TO RETURN

Confirmation Notice: This confirmation is viewed only by the iGrants Administrator -
(no email is sent).

Thank you for your iGrants submission.

The request for approval email just sent to OSPI will be directed to the OSPI program
office responsible for handling the review and approval of your submission. The form
package you've submitted will undergo a thorough review by program staff,

If this request for approval is for 3 competitive grant, a review committee may be
assigned to read this proposal. Depending on the review committee's
recommendation, you may be asked to return to this iGrants form package to make
additional edits to the proposal.

A form package processed in iGrants goes through several milestones and status
levels, e.q, Draft, Finished, Notify, Request OSPI Approval, Final Approval.

At this point, the status of this form package is under: (Request OSPT Approval)




15. Click on the Notes tab to enter Test Web | s frore A

and View notes_ . SEI’VEF GranTs “ Home Home  Feedb;

Puneet Arya Role: Site
Aberdeen School Digtri

274 Perkins (5-Year) Application Plan (Skill Centers Only)

Notes: Fiscal 44 4y -
Period Current Form Package Status: Not Initiated
o All system-generated emails O roioage “Contact & [" appicaton W~ 1" sudget W~ 1™ Finisn W~ ™ wotfy W J™ otes )
are recorded in Notes. O nsctons _
e You may also manually e h4
enter notes in the text box O Reqied Pges
and click the Add button. )
The page refreshes to v A
display your message in the ,
notes table. The system will District |17 iitten By Writem 0 Nate
osﬂé“‘a':m EditPuneet  /29/2011 Form Package Delete
also record your name and Pt Ana
the date of manual entry. :
School
0 elocta Form
Package
Consortium
OSeléct;Fonn
Package

All Budgets




4. Changing Form Package Data

Pre-Approval Changes

Prior to form package approval, OSPI reviewers often send form packages back to districts for further

work. The form package status is then changed from Under OSPI Review to Needs More Work.

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

Note:

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

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

Notes:

e Click Req. OSPI Review
when done with changes .

o The form package status
will remain as Needs
More Work until OSPI
puts the corrected page(s)
under review. At that
point, status will change
to Under OSPI Review.

Yol Vel B Home  Home  reeanack
Puneet Arya Role: Site Adn|
Aberdeen School District
Fiscal Use Search Criteria or
- -12 ¥
Period 11712 . Press Name of Form Package Below
Form Package Selector (“Search J'Show A
‘h Form Package ID:
© Required Pages
Form Package Name:
o
Funding Group Type: Al '
© Administrator 5 :
Funding Type: ‘AH M
District (Tesane ‘Needs Mare Work M
@ Selecta Form .
Packige [ Include Hidden
\Form Pkg Form Pka |Current
0SPI Program Modified (Change Requests
\Available Due Form Pkg Modified [panae PeIEse,
((Narrative/Data)
Sdieel ._ Status/Date - farralive/Dalali/g,
O Sekecta Fom L PBerkins (5 Year) Application Plan (District Perking 06’06’2011 9’1’2011 Meeds More Lynn MBN
Package hige  Packacel 5:00:00 PM Work Stritmatter- gel
- Green 05’29’2011
08/29/2011
Consortium 267  Special Education IDEA Part B Sections 611 and Special Education  05/16/20117/1/2011  Needs More Jean Valerie Need|
i 619 5:00:00 PM  Work Prochaska Amald
0 Selecta Form = 08/15/2011  08/09/2011 Sect
Package Origi
748,
All Budgets §
Secti
Report Tool origl
§41,
219 State Transitional Bilinqual Instructional Program Bilingual 06/13/20117/1/2011  Meeds More Jean Puneet Com|
Hide 5:00:00 PM Work Prochaska Arya
- 08/26/2011 08/30/2011 Origif
$210,

P

Home

L |

Home  Feedback

Puneet Arya Role: Site Ad)
Aberdeen Schoal District

Fiscal

period 11712

@ Protile Page

© Instructions

© Raquired Pages

[

Q Administrator

District
© Select a Form

Package

School

© Select a Form

Consortium

© Select a Form
Package

219 State Transitional Bilingual Instructional Program

Current Form Package Status: Needs More Work

D D CE T
W‘Page 1 - Use of Funds (Needs More Work) M " Next b

Modified By Modified On  Modified By Modified On

q

By Org. By Org. By 0SPI By 0SPI
Save Req Ol print  PrintAl Jean /26/2011 Puneet /30/2011
feien Prochaska  4:34 PM Arya 8:10 PM

Page 1

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

Estimated Count
Estimated TBIP Allocation: $210,244

For more information on the allocation calculation, please refer to the Categorical
Calculation Model.

Post-Approval Changes - Form Package Pages



Test Web
Server

1. To change data on a page after
form package approval, use the
blue Change Request icon.

. Grants

Fiscal 4
Period 23

@ Profile Page

Clicking on the Change Request

@ Instructions

icon will bring up an email to Page 4 - Pog

201 Title I, Part A - Improving Basic Programs
Current Form Package Status: Final Approval Issued

 Conioc Y hopiaton -1 Budoet 1 Notes ]

ram Plan (Final Approval Issued)

© Required Pages. Modified

send to OSPI requesting them B

Janet
Gharae ane

Smith

® Print  Print All

to unlock a page so you can

By Org.

By Modified On
By Org.
7/10/2012
2:29 PM

Modified By Modified On
By OSPT By OSPI
John 7/17/2012
Pope 4:00 PM

@ Administrator

make changes. The form

package status will remain Final
Approval Issued, but Forms
Unlocked for Changes will
appear on the Form Package
Selector page for that form
package.

When you have finished making
your changes, click the red Req.
OSPI Review button to bring up

Print All

the OSPI notification email.

After reviewing your changes,
OSPI staff will either send it
back for further changes or
mark the page approved.

Post-Approval Changes - Budget Revisions
1.

est Web

To revise a budget, click into the Server

current approved budget.

. Grants

Fiscal

period 12713

Click the Create Revision icon.

© Profile Page

201 Title I, Part A - Improving Basic Programs
Current Form Package Status: Final Approval Issued

© Instructions

This will take you to the budget

B
calculator.

Creat
Revision

By Org.
Janet
Smith

Print

2 Madified By Modified On

Maodified By Modified On
By OSPI By OSPI

John  7/19/2012
Pope 4:36 BM

By Org.
7/10/2012
2:25 PM

@ Required Pages

Click Continue to get to the
budget matrix.

Manually redistribute dollar
amounts to desired fields and correct the error before t

click Save.

Changes will be recorded at the
bottom of the budget matrix

Note: If an error message comes up after clicking Save, you will need to

he system will save your changes.



5.

page. Record the reason for
your changes in the Revision
Comments field.

Click the Mark Completed icon.
At that point, the Req. OSPI
Review icon will appear.

Click the red Req. OSPI Review
icon to bring up the email to
send to OSPI notifying them of
your budget revision.

Send the email to OSPI.

OSPI program staff will review
your budget revision and
forward it to grants
management. Once grants
management has recorded the
revision in the claims system,
OSPI program staff will approve
the budget revision. At that
point, you will be able to make
claims against your revised
budget amounts.

Claims

If you have questions regarding

claims, please do not contact

iGrants. Contact the fiscal person

listed on the profile page for that

particular form package.

Changes Made Revision comments
_-- Reason for revision stated
Activity 27 0 $0 $798 here.

Activity 27 2 $7938 50

R I;\c"é.*;«cmmd S
Caloulate BackTo Saved and marked Print Delete
Matrix Draft Budget

o Y p g

Cail:ulate Back To Saved and marked Regq OSF1 Pring
Rewiew

-

Completed
Fiscal 15 ;5 201 Title I, Part A - Improving Basic Programs
Period Current Form Package Status: Final Approval Issued
0 Profit Page “Felp — M Contact & I~ Application " Budget L~ 1™ Notes
@ Instructions
&=
© Required Pages
[
From: Terri Vatne - terrivatne@k12.wa.us

G
- [use 'DoMotReply@k12.wa.us'. Only use this if you are experiencing preblems receiving e-mails.

© Administrator To: dl_title1a@k12wa.us
CccC:
District
© Select s Fom Subject: Lamont School District Is Requesting Review Of Budget Revision (Title I, Part A - Improving
Package Basic Programs (201) 12-13)
Message: Request to Review Budget Revision Notification (sent to OSPI program office):
School The erganization listed in the Frem address of this email is requesting a budget revision. Please review.
© Select a Form Thank you.
R Comments:

Consortium

OSPI GRANTS MANAGEMENT/CLAIMS

Holly Hill (360) 725-6281 holly.hill@k12.wa.us
Michelle Sartain (360) 725-6282 michelle.sartain@k12.wa.us



mailto:holly.hill@k12.wa.us
mailto:michelle.sartain@k12.wa.us

6. All Budgets Report
1. Clicking the

button in the left-hand

Test Web ‘ e

éps iﬁrums L] ﬂ
Server hr nTS ’ Home  Home Feedback Logout

Puneet Arya Role: Site Administrato|
. . . Aberdeen School District
navigation bar displays the o Use Search Criteria or
. d Period Press Name of Form Package Below
iGrants Budget Report page KO ey Find [ et .
. . =
with links to all bUdgetS. ‘2. irants BudgetReport i
© Required Pages
Aberdeen School District
. o ForFiscal Period 11-12
Notes:
© Administrator Access Grant  Form Form Package
e The Budget Report page Organization  Sfafus  Wilestone Mist Print  Budget  Number D Form Package Curtent Stafus ~ Category  Created |8
. Aberdzen School District (In Process | Complete o |Qriginal 426 | 213t CCLE Cohert & (Continuing Awards - | Reguested OSPI sizon
displays budgets for current District v e o
. . Selecta F Aberdeen School Digtrict | Final Final = |Qriginal 27 | Highly Capable Students Program Final Approval &0t
fiscal period only. U acet) |t 9 b
|Aberdeen School District |In Process | Completed ® Q Original 550  |Jobs for VWashingon's Graduate (Selected |Reguested OSPI 92012011
. @ . . Sehool Distrigts Only) Approval L
o CIICk the ICOF\ to Vlew Aberdeen School District |In Process | Completed ® a Qriginal 218 |Learning Assistance Program (LAP) Under 0SPI 625201
© Selecta Fom Review
Package
the bUdget Status and 8 Aberdeen School District | Final Final ® a Qriginal 0451250 262 |Rural and Low-Income School Grant Final Approval 8292011
h_ (Locked) Approval Carry Qver lssued
IStO ry' Consortium Aberdeen School District | Final Verified By @ v Orignal 0304138 267 | Special Fducation IDEA Part B Sections | Under 0PI Section 611 82011
L 3 (Locked) Claims 511 and 619 Review
. = . . Selecta Form
° Click the 5# icon to pr|nt_ Package sberdeen School Ditrict | Fial Evtet s | )| g [oanal 257 | SpecilFducaton DEAFart B Sectone | Under 0371 Secion 813 | 7011
(Locked) Claims 811 and 819 Rs
All Budgets
. . Aberdeen School District |In Process | Draft ® = Original 219 | State Transitional Bilngual ngtructional | Not Intiated nam
e C(Click Access Budget link or Ragort Tol o s
the form package name to
VieW the budget > Privacy Policy > Disclaimer > Customer Support: 1.800.725.4311  @Copyright 2004 - 2007
2. Clicking the @ icon on the
Budget Report page dlsplays the Form Package: 426 21st CCLC Cohort & (Continuing Awards - District]
1 Organization: Aberdeen School District
Budget Status and History page 2
. . Grant Number: N/A
in a new window.
Revision: Original
Direct Expenditures: £479,808
Indirect Expenditures: £10,796
Total Expenditures: £430,604
Current Status: In Process
Current Milestone: Completed
Current Date: 10/7/2011
Last Modified By: Lynn
Stritmatter-Green
Last Modified Date: 9/1/2011
OSPI Last Modified By:
0SPI Last Modified Date:
Milestone History
Initiated: 9/1/2011
Completed: 9/1/2011




7. Report Tool

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

Note: iGrants is working on a future enhancement that will enable districts to run form package reports
and download as Excel documents. This section of the user manual will be updated with instructions on

how that works once the enhancement is in place.

6m iGI’Dn1E -

sel"\fer Gra nTs / Home Home Feedback

Puneet &rya Role: Site Administraf
Office of Superintendent of Public I

Test Web |

Fiscal
Period| 11712
Form Package Selector “Search J}'Show All
L Form Package ID:
© Administrator Form Package Name:
y 2 Funding Group Type: All o
District, .
© Seiact aFbrm ATy Vo ‘ All M
Package
Milestone: ‘AII 'i]

School
© SelectaForm
Package
Consortium

@ Select a Form
Package

Report Tool

» Privacy Policy » Disclaimer » Customer Support: 1.800.725.4311 @Copyright 2004 - 2007




Appendix A - Adjusting the Browser Settings

1.

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

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

= Login - Windows Internet Explorer

3;" | 2] httpitstweb4a. tst. ospi k12, wa usiLogin.aspxTReturnLl=2s2FApps T2 MyApplications. aspx ] [#2][ ] [uve earch

v

Fle  Edt view Favortes Tools Help

% & [@uosn = R R =L N

Delete Browsing History...

WASHINGTON STATE
Otfice of Superintendent
OSPI &siciins: Pop-up Blcker ,
Phishing Filter »
| Manage Add-ons v
Work Offline
“Windows Update
Please type your username and password to login. Full screen Fi1
v Meru Bar

Taolbars 3

Username: |

Windows Messenger
Create Mobile Favorite...
Send to OneMote

Password: |

Login
Forgot vour password? >>

= Privacy Policy " Disdlaimer = Customiér Supporti 1.800.725.4311 ~ ©Copyright 2004

& 100%

@ mtermet
Searoh Desklop RL

7% stant FETEECMO&

(- Login - Windows Internet Explorer

G_\;, ~ | Fttpftst-nebdda.tst ospi. k12 wa. usfLogi.aspx ReturrLi=+2fipps i Myppications aspx &[4[ ] [uve search B2k

= Y- B = [hPage - (G Teos +

s @ =

Home Help  Feedback

Fle Edt View Favorites Tools  Help

W I@Lugm

Internet Options

Print Friendly &b

Home page
To ereate home page tabs, type sach address on its awn lne.
fne and password to login.

[ use current | [ usecefeutr | [ Useblank

Browsing history

715 Delste temporary Fils, History, cookies, saved passords,
"~} and web Form informatian.

Search

p Change search defaults,

Tabs

1 Change how webpages are displayed in Settings
abs,

fppearance

[ coors ][ Languages ][ Fonis ] [ Accessbity |

=

©Copyright 2004
& mmeermet #1009

Search Deskiop s &

2 Privacy Policy " Disdlaimer "' 2 Customiér Suppoirti 1.800.725.4311

CfEOBECOE

7% start




3. Another window will

display with Temporary
Internet Files and History
Settings. Under the heading
Temporary Internet Files,
select the first radio button
that says Every time | visit
the webpage. Click OK.

This window will close and
the Internet Options
window will display. Click
OK again to close this
window.

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

Login - Windows Internet Explorer

) [42][¢] [uve search BB

6\:; v | Fttpftst-neboaa.tst ospi. kiz.wa. usfLogi. aspxTReturrLI= % 2Fapps2iyApplications. aspx

L TN Ee1: 3
és @ =

Home Help  Feedback

Fle Edt View Favorites Tools  Help

o I@Lngm

Internet Options

Print Friendy =

Bl Temporary Internet Files and History Settings

Temporary Intermet Files me and password to login.
Internet Explorer stores copies of webpages, images, and media
for Faster viewing later,
Check for newer versions of stored pages:
() Every time I visit the webpage
B () Every time I start Internet Explorer
() Automatically
O Never

Disk space bo use (3 - L024ME);
(Recommended: 50 - 250ME)

1024 3

E
Current location:
C:\Dicuments and Settingsibrad, andrewsLacal
Settings\Temporary Internet Files,
i
[(movefoider.. | [ wiewobjects | [ viewfies
M History
Specify how mary days Internst Explorer should save the fist
of websites you have visite
Days to keep pages in history:
|| |

©Copyright 2004

@ Intermet

= Privacy Policy """ ¥ Disdlaimer " = Customiér Support! 1.800.725.4311

0% -

dows Internet Explorer

6;, v | Fetpftst-neboaa.tst ospi.kiz.wa. usfLogi. aspxTReturrLI= % 2Fapps i 2iyApplications. aspx

és ©® =

Help  Feedback

3[4+ [3¢] [uve search IE2E

Fle Edt View Favorites Tools  Help

o I@Lngm

Internet Options
Home

Print Friendy =

Home page:

4@ To creats homs page tabs, type sach address on its own e,

fa

hictp:/finside. k12, wa.us/ ‘ fne and password to login.

[Cusecurrent | [ usecefauc | [ Useblank |

Browsing histary
Delete tenparary files, history, cookies, saved passwords,

D) v form e,

Search

p Change search defaults, Settings

Tabs

| Change how webpages are displayed in
tabs.

Appearance

[ coors | [ Languages | [ Fonis | [ Accessibity |

Apply

©Copyright 2004

@ mmtermet

= Privacy Policy """ ¥ Disdlaimer " = Customiér Support! 1.800.725.4311
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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 display more information about the snapshot as illustrated below:

Changes have been made. W

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 |, ++4n 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, ,tton will collapse the track changes display.

Text Box: A  ViewChanges  .q.0c hyutton appears.

Clicking the . ViewChanges  p,,+t5n will open a box displaying the text with deleted and added text

highlighted. Deleteditextisinignlightednniredl 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, ton 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:

Option #1

Changed




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

Section Added |

New Section

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

Clicking the “button will display the deleted section highlighted in red. The button

changes to Hide Deleted Section

J.M. Weatherwax High School
Any absence with a parent/guardian excuse o
acceptable to school officials. 7

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.



Appendix C - Budget Overview

Understanding the Budget Calculator

Budget Indirect Rate Calculator

Allocated Budget Amount: £770,010
Indirect Rate: 0.02290
Indirect Amount: £17,238

Take Less Than Indirect Amount:

Budgeted Direct Expenditures: $752,772
(remainder to distribute within matrix cells)
(Continue X Calculate — BT

The Math: Budgeted Direct Expenditures + Indirect = Total Allocation Amount

The Allocated Budget Amount will be either hard-coded, if allocation is uploaded — as
shown in illustration — or there will be an open field for manual entry.

The Indirect Rate reflects the indirect rate type (determined by OSPI program
managers) and is based on indirect rates posted annually to iGrants.

There is an open field for taking less than the indirect amount allowed. This field is
optional and should be ignored if taking the entire indirect amount. If taking less than
the posted indirect amount, click Calculate after entering the lesser amount to
determine the budgeted direct expenditures amount.

Budgeted Direct Expenditures are calculated based on amounts displayed in calculator.
Press Continue to display full budget matrix.

Insert dollar amounts in desired fields and Save.

D

Marl
Click the Cempleted jcon to display a check mark on the budget tab.

*Note: If, at any stage, an error message comes up, you must correct the error before the
system will let you continue. If you exit the budget before satisfying the error message, your
changes will not be saved.

Processing Steps

Once the budget and form pages are complete, click the Finish and Notify buttons to
submit the form package for internal review.

The district iGrants Administrator will submit the form package for OSPI review.

After the form package has been approved, subsequent changes to the budget will be
processed by creating a budget revision. Steps explaining the Create Revision process
follow.



Budget Revisions

e Open the last budget that was approved.

F
|55
e Click on the Revisien jcon. This will take you to the budget calculator (described above).
e Click Continue to access a new budget where you will manually shift dollar amounts to
the desired objects and activities.

e Save. (This step calculates the budget matrix.)
e Mark the budget complete to display the check mark in the budget tab.

o Click the "Rview icon, and send the email to notify OSPI.

*Note: If, at any stage, an error message comes up, you must correct the error before the
system will let you continue. If you exit the budget before satisfying the error message, your
changes will not be saved.

Exceptions

Budget Categories

In some cases, multiple budgets are allowed for a single application. The example below shows
two original budgets for FP 267: 1) one for Section 611 and 2) one for Section 619. Having two
separate budgets allows for each funding source to be tracked independently.

When more than one budget category is available, select from the drop-down list before
clicking the New button, and follow the budget processing steps described above. To create
another budget, simply select the other option from the drop-down and follow the steps
outlined above.

Select a Category : - Ne
then click New Section 611 m

to create a budget [l NENNE
Section 619

Two original budgets with different budget categories will display like this.

Terri Vatne Role:
Aberdeen School

267 Special Education IDEA Part B Sections 611 and 619
Current Form Package Status: Under OSPI Review

Status Milestone Hist. Print Access Budget Grant NumberForm D FormPackage ~ Category Created Total

In Process Completed fD ‘&' Original 267 |Special Education IDEA Part B Sections 611 and 619 Section 6511|06/21/2012/$770,010

In Process Completed fD ‘&' Original 267 |Special Education IDEA Part B Sections 611 and 615 Section 619|06/21/2012) $41,486




Appendix D - Hide/Unhide Feature

Overview

Screenshot #1 shows a partial district list of form packages. Notice the “Hide” link below each form

package number. Notice FP 200 on the list.

Screenshot #2 shows the same district list after clicking on the “Hide” link for FP 200.

Screenshot #3 shows the “Include Hidden” box checked, which is what you would do, followed by

clicking on the “Search” button to bring up the entire list, including those hidden. Notice how FP 200
again shows up on the list, now displaying an “Unhide” link below the form package number.

If you wanted FP 200 to display permanently on the list, you would now click the “Unhide” link (see

Screenshot #4). If you do not click the “Unhide” link, FP 200 will remain hidden next time you login.

Screenshot #1

Fiscal
Period

>

© Required Pages

10-11

© Administrator
District

© Select a Form
Package
School

© Select a Form
Package

Consortium

© Select a Form
Package

All Budgets

Report Tool

: Form Package Selector

: Form Package ID:

Use Search Criteria or
Press Name of Form Package Below

Search L Shove Al

E Form Package Name:

: Funding Group Type: All
E Funding Type: IA” |Z|
¢ Milestone: IA” |Z|

[7] Include Hidden

E 200 Title I, Part A Carrvover Determination

E 201 Title I, Part A Improving Basic Programs

Title I Part B Even Start Family Literacy
(continuation for 09-10 recipients only)

(=]
=1
tn

.
=N
m

]

ne Title T Part ¢ Fducation of Minrant Children

Pkq |[Form Pkq
Aoy rodra™  |Available |Due
Date Date

Special Programs
and Federal
Accountability
Special Programs
and Federal
Accountability

Learning and
Teaching

Snerial Pronrams

12/14/2010 2/1/2011
5:00:00 PM

04/06/2010 9/1/2010
5:00:00 PM

06/30/2010 8/6/2010
5:00:00 PM

ne/n3/2010 7/1/2010

Current
Form Pkq
Status/Date

Final Approval Shawn

Issued Dickson
01/16/2011

Final Approval Shawn

Issued Dickson
12/18/2010

Need= Mare Wnork Shawn

- Modified
E

Petrea
Stoddard
01/19/2011
Terri

Baker
01/27/2011

Swlvia



Screenshot #2

. Include Hidden

Form Pkg [Form Pkg |(Current
2?:: OSEL Program Awvailable |Due Form Pkg Modified D
Date Date Status/Date

201 Title I, Part A Improving Basic Programs Special Programs 04/06/2010 9/1/2010 Final Approval Shawn Terri

Hide and Federal 5:00:00 PM  Issued Dickson Baker
i Accountability 12/18/2010 01/27/2011
205 Title I Part B Even Start Family Literacy Learning and 06/30/2010 8/6/2010

Hide {continuation for 09-10 recipients only) Teaching 5:00:00 PM

206 Title I Part C Education of Migrant Children Special Programs 06/03/2010 7/1/2010 Needs Maore Work Shawn Sylvia

Hide and Federal 5:00:00 PM Dickson Reyna
i Accountability 12/31/2010 02/15/2011

Screenshot #3

Include Hidden

OSPI Program ;z;’na';'fe [F}ﬁ:" R, S e 4 |m d
Area Date Date = 0SPI

200 Title I, Part A Carryvover Determination Special Programs 12/14/2010 2/1/2011 FII"IEI| Approval Shawn Petrea

Unhide and Federal 5:00:00 PM  Issued Dickson Stoddard
Accountability 01/16/2011 01/19/2011

201 Title I, Part A Improving Basic Programs Special Programs 04/06/2010 9/1/2010 Final Approwval Shawn Terri

Hide and Federal 5:00:00 PM  Issued Dickson Baker

I Accountability 12/18/2010 01/27/2011

205 Title I Part B Even Start Family Literacy Learning and 06/30/2010 8/6/2010

Hide (continuation for 09-10 recipients only) Teaching 5:00:00 PM

206 Title I Part C Education of Migrant Children Special Programs 06/03/2010 7/1/2010 Needs More Work Shawn Sylvia

Hide and Federal 5:00:00 FM Dickson Reyna

— Accountability 12/31/2010 02/15/2011

Screenshot #4

Include Hidden

OSPI Program Form Pkqg |Form Pkq |Current
Area Available |Due OSPI
Date Date Status/Date

200 Title I, Part & Carryover Determination Special Programs 12/14/2010 2/1/2011 Final Approval Shawn Petrea
Hide and Federal 5:00:00 PM  Issued Dickson Stoddard
- Accountability 01/16/2011 01/19/2011
201 Title I, Part A Improving Basic Programs Special Programs 04/06/2010 9/1/2010 Final Approval Shawn Terri

Hide and Federal 5:00:00 PM  Issued Dickson Baker

— Accountability 12/18/2010 01/27/2011
205 Title I Part B Even Start Familv Literacy Learning and 06/30/2010 8/6/2010

Hide {continuation for 09-10 recipients only) Teaching 5:00:00 PM

206 Title I Part C Education of Migrant Children  Special Programs  06/03/2010 7/1/2010 Needs More Work Shawn Sylvia

Hide and Federal 5:00:00 PM Dickson Reyna

Accountability 12/31/2010 02/15/2011



