Grant Award Administrator (GAA) GRANT AWARD
Budget Clearance Change

ADMINISTRATOR

; JUSRQW«@I’?{W
Req ueSt m JUSTICE GRANTS SYSTj

OVERVIEW

If a budget needs revisions, the Department of Justice (DOJ) Financial
Grants Management Initiator will create a Budget Clearance Grant Award
Modification (GAM) and change request the GAM to the entity’s Grant
Award Administrator (GAA), who will access the GAM from JustGrant's My
Workiist.

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 two (2) and ten (10).

Once the GAA 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 step-by-step instructions for editing the
budget once the Budget Clearance GAM has been change-requested.

IN THIS GUIDE

This guide provides 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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GRANT AWARD

Web-Based Budget GAM | _comismaror

Structure

B /' JUSTICE GRANTS SYSTEM

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.

Project Budget A read only version of the sum of the line items
Summary 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.

Project Cost
Breakdown

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
saved or submitted.

Budget Detail
Summary

Grants Includes direction from DOJ on what items need to be

updated in the budget.

Management
Comments
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GAA Revising a Web-Based

Budget

(Steps 1 - 2)

GRANT AWARD
ADMINISTRATOR

e,

o

After the GAA receives an email that includes the GAM ID, filter My

Worklist by selecting the inverted triangle. Add the GAM ID from the email
into the Search text box. Select the Apply button.

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

2) Select the Case ID
link to open the
GAM.

August 5, 2024

STICE GRANTS

Ms PYEPS

& Home Welcome justgrants026.grantawardadmin jgitsext Entity Administrator: JohnElectronicBusinessPoc Doe
Entity Profile

~ Alerts (0)
Entity Users

)

Entity Documents

Applications ~ My Worklist
Awards
1575 results

Rows: 1 ExportLi

Monitoring

Case ID Due Date " Case Type = Award Solicitation Title Office Status

£ Federal Forms

Grant Award Modification

15JCOPS-22-GG-03355-METH  Community Orlented Policing Services Solicitation - 2022 Pending-ChangeRequest

cops

Grant Award Modification  15PBJA-24-GG-00216-AWAX  Mush OJP WBB INI Pending-ChangeRequest

ojp-gjA

Grant Award Modification  15JOVW-22-GG-01930-STOP SI OVW Stage Custom Section- Critical 03/23 P— Pending-ChangeRequest

Grant Award Modification  15JOVW-23-GG-03234-STOP DG TEST ow Pending-ChangeRequest

Grant Award Modification  15JOVW-22-GG-03284-STOP  FY22 OVW Solicitation Pending-ChangeRequest

Grant Award Modification  15PSMA-22-GG-02996-AWAX  SMART FY 22 Support for Adam Walsh Act implementation Grant} Pending-ChangeRequest

Grant Award Modification 15PSMA-22-GG-01791-AWAX  SMART FY 22 Support for Adam Walsh Act Implementation Grant]

N | Pending-Changerequest

NOTE: Each column can be filtered by selecting the down
arrow or sorted by selecting the column header.

©o 0

STICE GRANTS SYSTEM

@ JUSTgrants

Home Welcome justgrants025.grantawardadmin jgitsext Entity Administrator: johnElectronicBusinessPoc Doe
Entity Profile

~ Alerts (0)
Entity Users

Entity Documents

Applications ~ My Worklist

Awards
538 results Rows: 1 Export List
E Monitoring _
case ID Due Date "= Case Type = Award Solicitation Title office Status =
& Federal For
I 09/26/2022 Grant Award Modification 15PBJS-21-GG-00374-CAPL  Semra BS Stage 09/07/2021 oP-8Js Pending-ChangeRequest I

05/31/2023 " Grant Award Modification  15PSMA-22-GG-03219-AWAX  SMART FY 22 Support for Adam Walsh Act Implementation Grant Program OJP-SMART Pending-ChangeRequest
06/01/2023  Grant Award Modification  15JCOPS-22-GG-03226-METH  Community Oriented Policing Services Solicitation - 2022 cops pending-ChangeRequest
06/22/2023 Grant Award Modification ~ 15PSMA-22-GG-03241-AWAX  SMART FY 22 Support for Adam Walsh Act Implementation Grant Program OJP-SMART  Pending-ChangeRequest
0912012023

Grant Award Modification  15JOVW-23-GG-03208-STOP  OVW Fiscal Year 2023 ow Pending-ChangeRequest

Grant Award Modification  15PSMA-24-GG-00406-AWAX  FY24 INVITED TEMPLATE OJP-SMART  Pending-ChangeRequest

Grant Award Modification

15J0\ ToP d ewDes! ow Pending-ChangeRequest

GAM 217557 Grant Award Modification ~ 15PSMA-24-GG-00213-AWAX  FY24 Adam Walsh Act OJP-SMART  Pending-ChangeRequest

Grant Award Modification  15PSMA-24-GG-00153-AWAX  FY24 Adam Walsh Act OJP-SMART  Pending-ChangeRequest

Grant Award Modification  15JOVW-23-GG-03267-STOP  New Redesign SI OVW Formula with Edited Headers ow Pending-ChangeRequest

Grant Award Modification  15PBJA2 100-CAX  Manohar Competi

d Conditions at Award Package Level op-8jA Pending-ChangeRequest

opswr senanscrraerenes | g

Privacy Policy

Grant Award Modification  15PSMA-22-GG-03235-AWAX  SMART FY 22 Support for Adam Walsh Act Implementation Grant Program

Budget Clearance Change Request QRG| 3



GAA Revising a Web-Based ADMINISTRATOR

Budget

(Steps 3 - 5)

3) Navigate to the
Grants
Management

Grant Award Modification

Budget Detail — e
Summary View S — -
and open each N o =

category’s ot .

corresponding @ e
caret to edit line
items. [

Comments section |
to identify what S
changes were
requested. @ S
L 4
4) Navigatetothe | @ =

5) For OJP awards, @JU—STQ—*S -
select the caret for |- T
the year within the || ... s
budget category. ||

Doing Business As

Doing Business As

I8 Monitoring ~ Supplemental 01 Budget Detail Summary
- <D
dget Category
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GAA Revising a Web-Based

Budget

(Steps 6 - 9)

6)

GRANT AWARD
ADMINISTRATOR

Upon opening the line item requiring editing, all line items will become

editable.

Select the Add
button to add a
new line item.

Select the trash
can icon to delete
a line item.

Enter narrative
information in the
Additional
Narrative field for
any budget
category with a
line item.

For Office of
Justice Programs
(OJP) awards
only, select the
Add Year button
to add a year. The
additional year
will be added to
all budget
categories.

August 5, 2024

Grant Award Modification

@Ms P

Doing Business As

nnnnnnnnn

-
rrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrr

NOTE: Do not paste text boxes or images into the Additional
Narrative text field of the financial GAMs. Text boxes and
images will not display correctly.

@JU‘STgr‘lja\nts f0 0O
| e py

NOTE: If years or line items were added or deleted, select
the Save button to update the Budget Detail Summary View.
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GAA Revising a Web-Based

Budget

(Steps 10 - 11)

GRANT AWARD
ADMINISTRATOR

 JUST ra

JUSTICE GRAiNTS SYSTEM

10) Navigate to the
Total Project
Cost section and
revise the Match
Amount or
Program Income
fields, as
necessary.

11) Navigate to the
Budget/
Financial
Documentation
section to
upload an
attachment, as

necessary.

August 5, 2024

fo0 0

Grant Award Modification

<

@ JUSTgrants

Doing Business As

~ Budget Clearance
e T Project Budget Summary

Budget Category

rrrrrrr

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

Lo O

ement (if applicable)

Financial Management and System of Internal Controls Questionnaire (including applicant disclosure of high-risk status)
> Disclosure of Process Related to Executive Compensation

> Additional Attachments

Ceone D) DD L

NOTE: Select either Entity Doc to upload an attachment from
the Entity’s document library or Upload Doc to upload a
document from a computer.
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GRANT AWARD

GAA Revising a Web-Based ADMINISTRATOR

Bud get s JUST

(Steps 12 - 13) B/ JUSTICE GRANTS SYSTEM

JUSTgrants PRy
O Home

12) If the Entity Doc

.
is selected, the ||« -
- % Entity Users
Attach Entity By
Docu ment o
R Aware
. .
WII IdOW WI II be B Monitoring jame. Category = BeginDate= EndDate= Federal Fiscal Year= Created Date= Uploaded by
& Federal Forms
Improvements
o Budget Indirect Cost Rate Agreement 11/28/2023  11/28/2023 1172602023 JohnElectronicBusinessPoc Do

displayed. Select
the checkbox
corresponding to
the document.

13) Select Submit. B

2222222222222

zzzzzzzzzz

oooooooo
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GAA Revising a Web-Based ADMINISTRATOR

Budget <5 JUST

(Steps 14 - 16) WE” / JUSTICE GRANTS SYSTEM

-&Tgra_nts 2.0

14) If Upload Doc is
selected, the ||/
Attach Files
window will be
displayed. Use 2 e
the Select File(s)
option to choose
a file from the
workstation
computer. —

wwwwwwwwwwwwww

15) Rename the
uploaded
attachment if
necessary.

16) Select the Attach
button. The
attachment will
appear in the
matching
section.

NOTE: The category selection should match a category
displayed in the GAM, except for the Additional Attachment
section. Documents uploaded to the GAM’s Additional
Attachment section are uploaded into the Budget Other
category.
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GAA Revising a Web-Based GRANT AWARD

ADMINISTRATOR

Budget

(Step 17)

17) Select the @w—s’s—*s - —
Submit button. |«
The GAM will R -
appear in the e

> Limitation on Use of Award Funds for Employee Compensation for Awards over $250,000; Waiver

. G t - > Financial Management and System of Internal Controls Questionnaire (including applicant disclosure of high-risk status)
IE Monitoring
assigned Gran
ederal Forms
y ~ Additional Attachments
anager's
Links.docx

review.

Doing Business As

NOTE: The GAA will receive an email when the GAM is
approved. The GAA will be able to view the GAM in the
completed GAM section of the GAM tab.
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GRANT AWARD

Budget Attachment (Manual) | ADMINISTRATOR

GAM Structure

B /' JUSTICE GRANTS SYSTEM

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.

This section will be blank when the GAM is change
requested. When the budget is approved, the final
approved budget will be displayed.

Project Budget
Summary

Includes all budget attachments submitted with the
application. Additional or revised documents can be
added. Attachments cannot be deleted.

Budget/Financial

Documentation

Grants . . .
Includes direction from DOJ on what items need to be
Management .
updated in the budget.
Comments

August 5, 2024 Budget Clearance Change Request QRG| 10



GRANT AWARD
ADMINISTRATOR

T P

(Steps 1 - 2)

JUSKxants £ 0
1 S e I e Ct th e G A M Home Welcome justgrants025.grantawardadmin jgitsext Entity Administrator: JohnElectronicBusinessPoc Doe
H tity Profile .
from My Worklist. e
Entity Users
The GAM status —
Applications ~ My Worklist

must be Pending- |

Entity Documents

[ Monitoring _ _
case ID Due Date "= Case Type = Award Solicitation Title Office Status =
ChangeRequest S
™ 09/26/2022  Grant Award Modification  15PBJS-21-GG-00374-CAPL  Semra BJS Stage 09/07/2021 op-8js pending-ChangeRequest
05/31/2023 Grant Award Modification 15PSMA-22-GG-03219-AWAX  SMART FY 22 Support for Adam Walsh Act Implementation Grant Program 0JP-SMART | Pending-ChangeRequest
06/01/2023  Grant Award Modification  15COPS-22.GG-03226-METH  Community Oriented Policing Services Solicitation - 2022 cops pending-ChangeRequest
06/22/2023 Grant Award Modification 15PSMA-22-GG-03241-AWAX  SMART FY 22 Support for Adam Walsh Act Implementation Grant Program OJP-SMART || Pending-ChangeRequest
09/20/2023 Grant Award Modification 15JOVW-23-GG-03208-STOP  OVW Fiscal Year 2023 ow Pending-ChangeRequest
Grant Award Modification  15PSMA-24-GG-00406-AWAX  FY24 INVITED TEMPLATE opp-smarT || Pending.ChangeRequest
Grant Award Modification  15JO) Top T ewDes ow pending ChangeRequest
Grant Award Modification  15PSMA-24-GG-00213-AWAX  FY24 Adam Walsh Act Ofp-sMART || Pending ChangeRequest
— Grant Award Modification  15PSMA-24-GG-00153-AWAX  FY24 Adam Walsh Act jp-sMaRT | Pending-ChangeRequest
— Grant Award Modification  15J0VW-23-GG-03267-STOP  New Redesign S| OVW Formula with Edited Headers ovw Pending-ChangeRequest
— Grant Award Modification  15PBJA-2 100-CAX  Manohar C d Conditions at Award Package Level ojp-BjA Pending-ChangeRequest
Privacy Policy Grant Award Modification  15PSMA-22-GG-03235-AWAX  SMART FY 22 Support for Adam Walsh Act Implementation Grant Program opp-smarT || Pending-ChangeRequest Q

NOTE: Each column can be filtered by selecting the down
arrow or sorted by selecting the column name.

USTICE GRANTS SYSTEM

@ JUSTgrants 2

2) Navigate to the

Home Grant Award Mot

cation

G ra ntS © enty Profle Awarded Entiy Legal Name Doing Business As
Current entiy Legal Name Doing Business As
S ity Users
M a n age m e nt > Entity Documents  Grants Management Comments
Applications Fomat - BIU ¢L % A B
Comments
12 wonitoring

section to identify |«
what changes — ‘
were requested.

1124124 9:53PM Mushfiqul Bhuiyan Test
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GRANT AWARD

(CYAVAN Revising a Manual Budget ADMINISTRATOR

(Steps 3 - 5) : ——

JUSTICE GRANTS SYSTEM

3) Navigate to the
Budget/Financial
Documentation
section to upload
attachmentsand || ==~
documents.

4) Select the Upload @@
Doc button to ermtmecores ﬁ

upload a _— ——" |
document from
the computer.

Doing Business As

Doing Business As

5) Select the Entity
Doc button to
upload an
attachment from
the Entity’s
document library.
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GRANT AWARD

GAA Revising a Manual Budget Ssssiais

(Steps 6 - 8)

® 2usurans PR

6) If Entity Doc i
selected, the
’ ety Users
H I
[ Entity Documents
I Attach Entity Documents
E fons
DOCUI I lent s
Monitoring
- .
window will be —
. Budget Indirect Cost Rate Agreement  11/28/2023  11/28/2023 11/28/2023 JohnElectronicBusinessPoc Doe
.
displayed :
[ Budget Indirect Cost Rate Agreement ~ §/29/2023 8/26/2030 2023 0812072023
reement.dock
2

Budget Indirect Cost Rate Agreement  §/23/2023 8/25/2023 2026 08/23/2023

= BeginDate= EndDate— Created Date=  Uploaded by

7) Select checkbox e
corresponding to
the document.

8) Select Submit.
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GRANT AWARD

GAA Revising a Manual Budget S

(Steps 9 - 11) £y) JUST.
W JUSTICE GRANTS SYSTEM
9) If Upload Doc is w_s'gra_ts -
selected, the o
Attach Files |~
window will

appear. Utilize the |-~
Select File(s)
option to choose
a file from the
workstation
computer. e

10) Rename the
uploaded
attachment, if
necessary.

11) Select the Attach
button. The
attachment will
appear in the
matching
section.

NOTE: The category selection should match a category
displayed in the GAM, except for the Additional Attachment
section. Documents uploaded to the GAM’s Additional
Attachment section are uploaded into the Budget Other
category.
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GRANT AWARD

GAA Revising a Manual Budget ADM.N.STAT *

(Step 12)

12) Select the Oszpon e
Submit button. S caom - =
The GAM will R
appear in the o
assigned Grant |
Manager’s
worklist for
review. @
i v v © PROGRAMMATCREIEN  FINANGIALREVIR w _I

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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