Grant Award Administrator ENTITY USERS

Budget Clearance Change
RequeSt N ¥/ JUSTICE GRANTS SYSTEM

£s JUSTgrants

OVERVIEW

If a budget needs revisions, the DOJ Financial Grants Manager Initiator will create a
Budget Clearance Grant Award Modification (GAM) and change request the GAM to
the entity’s Grant Award Administrator, who will access the GAM from My Worklist.

When the GAM is displayed, it will contain one of two main budget structures - one for
applications with web-based budgets, or one for applications with budget
attachments. The structure of each budget format can be found on pages 2-3.

Once the Grant Award Administrator makes the necessary changes to the budget and
submits the Budget Clearance GAM, the GAM is routed through the DOJ approval
process. This guide provides you with step-by-step instructions for editing the budget
once the Budget Clearance GAM has been change requested.

IN THIS GUIDE

This guide provides you with step-by-step instructions for editing both a web-based
budget and a budget attachment (manual budget) once the Budget Clearance GAM
has been issued. Additionally, this guide provides a list of the sections found in both
budget formats.
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ENTITY USERS

Web-Based Budget

GAM Structure

JUSTICE GRANTS SYSTEM

Section Name

Header

Description

Includes quick reference data about the award
including but not limited to Solicitation Title, Federal
Award Amount and Grant Manager name.

Project Budget
Summary

Project Cost
Breakdown

Budget Detail
Summary

Grants

Management
Comments

A read only version of the sum of the line items
entered in the details.

Includes the Federal Funds amount (non-editable), the total
Match Amount and the Program Income amount. There is
a validation when submitting the GAM that ensures that the
Federal Funds + Match Amount + Program Income = Total
Project Cost from the Budget Summary.

Where the line items of the budget categories can be
edited. Changes in the Budget Detail Summary will be
reflected in the Project Budget Summary section when
you hit save or submit.

Includes direction from DOJ on what items
needs to be updated in your budget.
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ENTITY USERS

Budget Attachment

(Manual) GAM Structure

Section Name Description

Includes quick reference data about the award
Header including but not limited to Solicitation Title, Federal
Award Amount and Grant Manager name.

Proiect Budeet This section will be blank when the GAM is change
Sro;ec udge requested. When the budget is approved, you will see
ummary the final approved budget within this screen.

Includes all budget attachments submitted with your
application. You can also add additional or revised
documents. You will not be able to delete the attachments.

Budget/Financial

Documentation

Grants Includes direction from DOJ on what items
Management needs to be updated in your budget.
Comments
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ENTITY USERS

Grant Award Administrator

Revising a Web-Based Budget

JUSTICE GRAiNTS SYSTEM

1) The Grant Award
Administrator will
receive an email that
will include the GAM
ID.

2) Filter your worklist by
selecting upside down
triangle. Add the GAM
ID from the email into
the Search Text box.
Select the Apply
button.

3) Select the GAM from
My Worklist. Note that
the Grant Award
Modification (GAM)
status will be Pending-
ChangeRequest. The
GAM will appeat.

4) Navigate to the Grants
Management
Comments section
to see what changes
were requested.
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Welcome justgrants025.grantawardadmin jgitsext
rucuon

FAW-115045

FAW-281085
FAW-261089

FAW-262085

Note: Each column can be filtered by selecting the down arrow,

or sorted by selecting the small arrow corresponding to the column.

W o Grant Award Modification (o
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Grant Award Administrator

Revising a Web-Based Budget

ENTITY USERS

JUSTrant:

JUSTICE GRAVNTS SYSTEM

5) Navigate to the
Budget Detail
Summary View and
open the caret
corresponding to each
category to
edit the line items.

6) For OJP awards, open
the caret for the year
within the budget
category.
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ENTITY USERS

Grant Award Administrator

Revising a Web-Based Budget (&5 Jrants

1)

8)

9)

10)

Once you open
the line item that
needs to be
edited, you will be
able to edit any of
the line items.

Add a new line
item by selecting
the Add button.

To delete a line
item, select the
trash can icon.

Narrative
information in the
Additional
Narrative field is
required for any
budget category
with a line item.
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JUSTICE GRANTS SYSTEM

Grant Award Modification

Budget Detail Summary View
aaaaaaaaaaaa

Personnel Total Cost

$14,000,000.00

Additional Narrative @

Font - Size -~ || a2 1

Ve E A- B =

Note: Users should not paste text boxes or images into the
“Additional Narrative” section of the financial GAMs. Text
boxes and images will not display correctly.
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ENTITY USERS

Grant Award Administrator

Revising a Web-Based Budget (&5 JUSE.

JUSTICE GRAVNTS SYSTEM

11) For OJP awards
only, if you want
to add a year,
click on the Add . =
Year button. The @
additional year c
will be added all o

the budget | | «
categories.

12) Navigate to the S
bottom of the o canans
Budget and select o)
Save. The Budget
Summary will
automatically
update with any ,
changes made in - o5~
the Budget Detail | o - o
Summary View.
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ENTITY USERS

Grant Award Administrator

Revising a Web-Based Budget (€3 JUSTarants

JUSTICE GRAiNTS SYSTEM

Grant Award Modification

13) Navigate to the © wom —
Total Project Cost e
section and revise '
Federal Funds,
Match Amount or
Program Income
fields as
hecessary. s

14) Navigate to the
Budget/Financial
Documentation
section to upload
an attachment, if
hecessary.

15) Select either
Entity Doc to
upload an ) JUSTorants oo
attachment from |- ran Awara woacation .
your Entity’s [ e
document library }......
orUpload Docto | rewee L
upload a
document from | e

your computer. T mpioye compensaonaver

»Financial Management Questionnaire (Including applicant disclosure of high-risk status)

16) If Entity Doc is e s s
selected, the
Attach Entity
Document
window will <) e
appear. Select
the checkbox
corresponding to
the document.

. Name Category Begin Date End Date Federal Fiscal Year Created Date Uploaded by
17) Select Submit.
16) o

[ Fz?ﬁ(‘g‘:ﬂa Budget Indirect Cost Rate Agreement  11/3/2020 11/11/2020 2020 11/03/2020 JohnElectronicBusinessPoc Doe

Migration)

07.28.20.pat 17

NOTE: Federal Funds + Match Amount + Program
Income Amount must equal Total Project Costs.

> Grants Management Comments

Attach Entity Documents X
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ENTITY USERS

Grant Award Administrator

Revising a Web-Based Budget

JUSTICE GRANTS SYSTEM

18. If Upload Doc is
selected, the Attach
Files window will
appear. Select Select
File(s) to choose a
file from your
computer.

Attach file(s)

19. Select the document
category from the
Category dropdown.
Please note, the
category selection
should match a et i)
category displayed in
the GAM, except for %
the Additional -
Attachment section.

If you want to upload
a document to the |
Additional
Attachment section,
you will need to
select the Budget
Other category.

20. Select Attach. The
attachment will
appear in the
corresponding
section.

Name* ile Categol

Attach file(s)
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Grant Award Administrator

Revising a Web-Based Budget

ENTITY USERS

£8) JUST.

JUSTICE GRAVNTS SYSTEM

21) Select Submit. © st PR
22) The GAM will S
appear in the o
assigned Grant :
Manager’s worklist | |
for review. \
\\\
\
\
29
> ents \
\
\
S 7\
4
~ In Progress GAMs FAW-26007

GAMID Status Type of Award Change

Award Change Subtype Originated by

Last Modified Date

~ Completed GAMs

GAM ID Status

GAM-116015 Resolved-Completed Financial

Type of Award Change Award Change Subtype

Budget Clearance

Originated by

Romana

FAW-26007

Last Modified Date

Z Mair@ojp.usdojgov 2110721 210 PM

NOTE: The Grant Award Administrator will receive an email when the
GAM is approved, and the Grant Award Administrator will be able to
view the GAM in the Completed GAM section of the GAM tab.
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Grant Award Administrator ENTITY USERS

Revising a Budget Attachment = , e -
Manual Bud D) s

£0 0

1) Select the GAM
from My Worklist.
Note that the GAM
status must be
Pending-
ChangeRequest.
The GAM will
appeatr.

nnnnnnnnnn

.........
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Note: Each column can be filtered by selecting the
down arrow,

or sorted by selecting the small arrow
corresponding to the column.

2) Navigate to the o S o =)
Management
Comments section
to see what
changes were

ted.
requeste @ \
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Grant Award Administrator ENTITY USERS

Revising a Budget Attachment
Manual Budget

3) Navigate to the ) Zusmrm -
Budget/FI nanclal ::P,o”e ::an:g:::?:d Modification s I

Documentation | -
section to upload
an attachment, if
hecessary; then
select either

Entity Doc to
upload an
attachment from

your Entity’s e onments

document library, = ez

or Upload Doc to

upload a

document from

your computer.
3a) If Entity Doc is _

Attach Entity Documents X
selected, the
Attach Entity
Document Wi ndow Name Category Begin Date End Date Federal Fiscal Year Created Date Uploaded by
: 3a o
WI" appear' SeIeCt approval Budget Indirect Cost Rate Agreement  11/3/2020 11/11/2020 2020 11/03/2020 JohnElectronicBusinessPoc Doe
Form(Data

the checkbox e 3a1l
corresponding to PR >

the document.

3al) Select Submit.
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Grant Award Administrator ENTITY USERS

Revising a Budget Attachment <
Manual Budget

3b) If Upload Doc is
selected, the Attach
Files window will appear.
Select Select File(s) to
choose a file from your
computer.

3b1) Select the
document category from
the Category dropdown.
Please note, the
category selection
should match a category
displayed in the GAM,
except for the Additional
Attachment section. If
you want to upload a
document to the
Additional Attachment
section, you will need to
select the Budget Other
category.

Attach file(s)

3b2) Select Attach. The
attachment will appear
in the corresponding
section.
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Grant Award Administrator ENTITY USERS

Revising a Budget Attachment —
Manual Bud

4) Select Submit. The = |® s e C
GAM WiII appear in .r e Grant Award Modification Actons
the assigned Grant
Manager’s worklist | |«
for review. .

\
\
\

NOTE: The Grant Award
Administrator will \ o
receive an email when ) e
the GAM is approved, )
and the Grant Award

Administrator will be

able to view the GAM in

the Completed GAM

section of the GAM tab.

Welcome GrantManaRe SMART jgitsint

| Alerts (2)

() WARNING: System Under Construction 12/6/20 2:27 PM

(i) WSR every Friday 2/9/21 9:48 AM

~ My Worklist

1 results
Case ID Date Due ) Urgency Entity Legal Name Entity State Case Type Case Status
GAM-183002 4128/21 1:52 PM Due In 79 Days Heather Warnken DC Grant Award Modification Pending-Approval
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