ENTITY USERS

Financial Change Request

for Application Submitter &) JYSTrants

Overview

Once DOJ initiates a financial change request, the Application
Submitter for that award will receive an email notifying them of the
Change Request. At this point, the Application Submitter can open
the budget from their worklist and make the requested changes.

In This Guide

This document describes procedures and the step-by-step process
for the Application Submitter opening the budget, as well as
reviewing both the manual and web-based budget forms.
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for Application Submitter €8 JUST.

JUSTICE GRANTS SYSTEM

Application Submitter Opens Budget

1)  Upon receiving an email 5&%@5
with the change request
InfOI’matlon, naVlgate to nity Profle
My Worklist.

© Alerts (2)

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

2)  Select the Case ID forthe | [ ) o
application for which the I

change request was
submitted. Note that the o
application must be in o | L=
Pending-
FinancialChangeRequest
StatUS. JWLEMHWA Elg

3) Select the Budget Review
Comments link. The -
comments entered by the e
Financial Grants - ES L
Management Reviewer
Wl I | a p pea r. o e e —— - v

‘‘‘‘‘‘‘‘‘‘‘‘‘‘
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4) Review the s BudgetReviewComments - Work - Microsoft Edge - 0 < ><:
comments and () https;//stage-justgrants.usdoj.gov/prweb/PRAuth/app/JGITS /3yZ6Bxxi_IpDEXTOTAXnAjZA... A &
Close the Create Date Comments
window. The
application will
appear.

NOTE: If a web-based budget was submitted with the
application, the user will be required to edit the budget
items directly in JustGrants. If a budget detail and
narrative attachment (manual budget) were submitted
with the application, the user will upload a new budget
attachment.
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Application Submitter Edits Application for Web-Based Budget

NOTE: These steps occur after opening the budget. Steps for opening the budget are
on pages 2 - 3 of this guide.

1) Uponopeningthe | [@®™= e
the Budget and o EEE y
Associated
Documentation
section.

2) Selecta
subsection to
review.

aaaaaaaaaaaa

3) Within each ,
subsection, select . el

nnnnnnnnnnnnn

the line item, and

e d It fl el dS a S Purpose of Travel Location Type of Expense _Basis_Cost Quantity # o staft # 01 Trips Totalcost |
’ 1 Soloct.. v $1.000.00 1 1.00 1.00 51.00000 nee Cost:

needed. 3)..

ooooo

...............
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4)  Select Add Item to

- "k o im0l e e solicitation Instructions
add a line item >
.
5) Select Delete Item | (4)-- 5
tO d el ete a ||ne PR mare Locaton T of Expense gasis Cost auantty +orsutt #orTips Total Cost i

item. Note thatthe (3 /...
line item to be
deleted must be
selected before
selecting Delete

ltem.

6) Enter comments T |
regarding the -~ =
changes made in
the Addltlonal Grant Package ( 00760556 ) K ST (1) Due September 3, 2021 5:00:0
Narrative field.

7) Select the
Consolidated
Category Year 1
Summary after a” > Instructions
subsections have oereonmel

been revised.

-+ Additem > Delete item

Name Position Salary

1 | Andy Pega Developer $6,000 00

NOTE: The Application
Submitter must upload
an Indirect Cost Rate
Agreement.

For OJP Applications only, the Application Submitter can
add or delete a budget year by selecting Add Year or
Delete Year.
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Application Submitter Edits Application for Web-Based Budget

8) Review the —
Consolidated S
Category Summary T - uuuuuuuuuuuuuu
to ensure that all .

changes have been
accounted for.

9) Select the
Budget/Financial o

yyyyyyyyyyy

Attachments -
section.

10) Expand the caret
corresponding to the
subsection to be —
reviewed and select —
Upload to add any
attachments, if
necessary.

2G-54061

............
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11) Select file(s) to locate a
file from the user’s
computer.

12) Select Attach.
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Application Submitter Edits Application for Web-Based Budget

14) Select the
Disclosures and
Assurances section.

15) Select each of the
following
certifications (the
original date of
the certification
and the new date
of certification are
displayed):

« DOJ Standard
Assurances

* DOJ Certification
Regarding
Lobbying

* Declaration and
Certification to
DOJ as to
Applicant
Submission

May 2023

“The recommended fles to upload are PDF, Microsoft Word and Excel.

‘‘‘‘‘‘‘‘‘‘‘‘‘‘
|||||||

AAAAAAA

. B

uuuuuuu

‘‘‘‘‘‘‘‘

eeeeeeeeeeeeeeeeeeee

‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘
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16) Accept the JSUSKsants fo0
aSS u ra n Ce by . Home Grant Package ( c-b4b8-42d1-9257-857bdb7810c0 )

Entity Profile

Due June 26, 2021 5:15:00 PM EDT ( )

PAUVIUSU 1 COMISLALI Vi1 SULI Sl U, @1 SUUJSUA 10 1SVISH Uy U1 USpaIuiisi, IILuuiy Uy s UIIE U1 1S iispeti Dsieia -

Se I e Ct i n g t h e Entity Users I acknowledge that a materially false, fictitious, or fraudulent statement (or concealment or omission of a material fact) in this certification, or in the application
that it supports, may be the subject of criminal prosecution (including under 18 U.S.C. §§ 1001 and/or 1621, and/or 34 U.S.C. §§ 10271-10273), and also may
subject me and the Applicant to civil penalties and administrative remedies for false claims or otherwise (including under 31 U.S.C. §§ 3729-3730 and 3801-3812). |
(Enifiy DrEmETS also acknowledge that the Department's awards, including certifications provided in connection with such awards, are subject to review by the Department, including
C h e C k b OX by its Office of the Inspector General
. Applications Signerld
justgrants024 applicationsubmitter@gmail.com
= Monitoring igning Date / Time:
0/12/20 3:25 PM

fit Federal Forms
| acknowledge that a materially faise, fictitious, or fraudulent statement (or concealment or omission of a material fact) i this certification, or in the application
[fog... Toggle Management it supports, may be the subject of criminal prosecution (including under 18 U.S.C. §§ 1001 and/or 1621, and/or 34 U.S.C. §§ 10271-10273), and also may
subject me and the Applicant to civil penalties and administrative remedies for false claims or othenvise (including under 31U S C. §§ 3729-3730 and 3801-3812) |
also acknowiedge that the Department's awards, including certifications provided in connection with such awards, are subject to review by the Department, including
Privacy Policy by its Office of the Inspector General
e— . Signer ID Change Request

Signing Date / Time Change Request

Grant Package

Grant Package

FY21 LEMHWA Elig
c

.
a nd Su bm It G G2 Grant ge ( c-b4b8-42d1-9257- 10c0 ) G

Entity Profile

section after all - Gertity and Submit Soctaton sictons
Entity Documents
t h e a SS u ra n Ces > Standard Applicant Information
Budget Review comments
Applications.
TS Data Requested with Application Proposal Abstract

accepted.

17) Select the Certi ® Justranss fo0

Due June 26, 2021 5:15:00 PM EDT (Actions ~

©

Proposal Abstract

Monitoring

~

Standard Applicant nformation

B

> Proposal Narrative Proposal Naraiive
> and Assaciated Documentator
Privacy Policy
. v > Budget and Associated Documentation MOUs and Other Supportive Documents
j 8) S e | e Ct S u b m It Recents seeal Addiionl Applcation Companents
" Grant Packa > Memoranda of Understanding (MOUs) and Other Supportive Documents ¥ BT
e
The Financial T
CoiREeD > Additional Application Components

M a n a ge r W h O A, > Disclosures and Assurances Participants (7)
«
Amy Callaghan
originally change e | 2
. Tae Song
Final Review and Certification of Application confirmation o AuthorizedRepres!

k) p

requested the
application will
receive an email
stating that the
application is
now in the
Budget Review
Queue.
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Application Submitter Edits Application for Budget Attachment
(Manual Budget)

NOTE: These steps occur after opening the budget. Steps for opening the budget are
located on pages 2 - 3 of this guide.

1)

Select the Budget and
Associated

Documentation section.

Select the Budget and
Financial Attachments
subsection. A list of
subsections for the
Budget/Financial
Attachments will be
displayed.

May 2023

d Applicant Information
pportunity

ncy Name

Identification Number

‘mation

ber

prmation

tional Readiness: Formula Template Solicita

imated Funding (Federal Share)

ted Funding

Funding Opportunity Number
O-SMART-2020-38767-DEV/

Competition Identification Title

CFDA Program Title
OVW Research and Evaluation Program

Proposed Project Start Date
712412020
Applicant Estimated Funding (Non-Federal Share)

1000

age ( c-b4b8-42d1-9257-857bdb7810c0 ) EEDISEIIENETIESEIE (1) oue June 26, 2021 5:15:00 PM EDT

Funding Opportunity Titie
SMART FY 20 Support for Adam Walsh Act
Implementation Grant Program

Due Date
June 26, 2021 5:15:00 PM EDT

Proposed Project End Date

8/23/2020

Program Income Estimated Funding

0

fo 0

(actions ~ )
Solicitation Instructions
Budget Review comments

\ Standard Applicant Information
‘Standard Appicant Information
Confirm Authorized Representative

Verify Legal Name and Address

Proposal Abstract
Data Requested with Application I

Proposal Narrative

> Budget and Associated Documentation
MOUs and Other Supportive Documents
‘Additional Application Components

> Disclosure And.

Other

Certify and Submit

Participants (7)

MM Amy Callaghan

nts

0-SMART-2021-33207-STG

Application Case ID
A-323266

Grant Package ( c-b4b8-42d1-9257-857bdb7810c0 ) EEL

No

/' INITIATE COMPLETE AND SUBMIT /' REVIEW
Information  GrantPackage  Application Versions

Applicationinfo GrantSubmissionHeader OpportunitylD Solictation!d

51133207

Application Group Case ID
AG-133109

I (O pue June 26, 2021 5:15:00 PM EDT

AWARDPACKAGEREADY

Ciation Title
TFY21AWAResearch

SF424.2_1

> Standard Applicant Information
Proposal Abstract

Data Requested with Application

Budget / Financial Atiachments.

TOUS Sha OMer SUpporive Documents
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Application Submitter Edits Application for Budget Attachment

(Manual Budget)

3) Expand the caret
corresponding to the 3)
subsection to be e
reviewed and select
Upload to add any .

attachments, if
necessary.

4)  Select the Disclosures
and Assurances

Upload

Solicitation Instructions

Budget Review comments

Fringe Benefts

section.

NOTE: The Application
Submitter must upload an
approved Indirect Cost Rate
Agreement if the budget
includes Indirect Cost.

May 2023
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for Application Submitter JUST

JUSTICE GRANTS SYSTEM

Application Submitter Edits Application for Budget Attachment
(Manual Budget)

5) Select each of the ts o0
following certifications e S —

(the original date of o

certification and the . PP A e

new date of

certification will be

displayed):

« DOJ Standard

Assurances
* DOJ Certification
Regarding Lobbying
* Declaration and
Certification to DOJ

as to Applicant
Submission

uuuuuuuuuuuuuuuu
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Application Submitter Edits Application for Budget Attachment
(Manual Budget)

6)

Accept the
assurance by
selecting the
checkbox.

Select the Certify
and Submit
section after all
assurances have
been accepted.

Select Submit. The
Financial Manager
who originally
change requested
the application will
receive an email
stating that the
application is now
in the Budget
Review Queue.

May 2023

JUSTgrants

JUSTICE GRANTS SYSTEM

& Home
Entity Profile
S Enlity Users

Entity Documents

Applications

Monitoring

f Federal Forms

0g... Toggle Management

Privacy Policy
Recents Seeall

Grant Package

Grant Package

Grant Package ( c-b4b8-42d1-9257-857bdb7810c0 ) C

Due June 26, 2021 5:15:00 PM EDT

O 1 CAR IeLlCn e S el i ot 0oLt 1 e Uy e e

1 MILalary by iz Gl 1 e ot Gt

1 acknowledge that a materially faise, fictitious, or fraudulent statement (or concealment or omission of a material fact) in this certiication, or in the application
that it supports, may be the subject of criminal prosecution (including under 18 U.S.C. §§ 1001 and/or 1621, and/or 34 U.S.C. §§ 10271-10273), and also may
subject me and the Applicant to civil penalties and administrative remedies for false claims or othenwise (including under 31 U.S.C. §§ 3720-3730 and 3801-3812). |
also acknowledge that the Department's awards, including certifications provided in connection with such awards, are subject to review by the Department, including
by its Office of the Inspector General
signeriD
justgrants024 applicationsubmitter@gmail. com
Signing Date / Time

0/12/20 3:25 PM

1 acknowledge that a materially faise, fictitious, or fraudulent statement (or concealment or omission of a material fact) in this certification, or in the application

it supports, may be the subject of criminal prosecution (including under 18 U.S.C. §§ 1001 and/or 1621, andior 34 US.C. §§ 10271-10273), and also may
subject me and the Applicant to civil penalties and remedies for false claims or otherwise (including under 31 U.S.C. §§ 3729-3730 and 3801-3812). |
also acknowledge that the Department's awards, including certifications provided in connection with such awards, are subject to review by the Department, including
by its Office of the Inspector General

Signer ID Change Request

Signing Date / Time Change Request

JU§ ’Eral‘ﬂs

& Ho

Entity Profile

Entity Users

Entity Documents

Applications

itoring

1 Federal Forms

oo Toggle Management

Privacy Policy

Recents Seeal

FY21 LEMHWA Elig
caumn

Grant Package

Grant Package ( c-b4b8-42d1-9257-857bdb7810c0 ) EEEISEIIENIEIIEEEET (1) Due June 26, 2021 5:15:00 PM EDT

Certify and Submit

> Standard Applicant Information

Proposal Abstract

Data Requested with Application

Proposal Narrative

Budget and Associated Documentation

Memoranda of Understanding (MOUs) and Other Supportive Documents

Additional Application Components

Disclosures and Assurances

>

Other

Final Review and Certfication of Application confirmation

Solicitation Instructions

Budget Review comments

> Standard Applicant Information
Proposal Abstract
Data Requested with Application

Proposal Narrative

> Budgst and Associated Documenation
MOUs and Other Supportive Documents
Addiional Applcation Components

> Disclosure And Assurances

Other

Participants (7)

Amy Callaghan
Entity Administratg

o Tae Song
AuthorizedRep!
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