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Introduction and
Overview




How to Use this Guide

This Job Aid Reference Guide (JARG) will help users
navigate the JustGrants Grant Award Administrator (GAA)
functions regarding performance reports (PR). All training
resources can be accessed on the JustGrants Training &
Resources page.

Linked Content

This JARG utilizes a chapter-linked Table of Contents. A
link has been included on each page to help the user
quickly return to the Table of Contents.

— Select the Home icon to return to the Table of
Lome CONtents.

Performance Reporting | 4


https://justicegrants.usdoj.gov/training-resources
https://justicegrants.usdoj.gov/training-resources

Performance Reporting Overview

Performance reporting is integrated into the JustGrants
system. All users will complete required reporting directly in
JustGrants within each Performance Report (PR) using a
Performance Measure Question Set.

. Delinquent reports may result in a suspension of grant
funds. Once the delinquent report is submitted, the
suspension will be lifted within 24 hours.

* The reporting cadence is determined by the solicitation
and is based on the program and funder.

*  Reports are either Regular or Final. The Grant Award
Administrator (GAA) can mark a report as the final PR,
signifying that all grant activities are complete, funds
are obligated, and the award is ending early.

*  Final reports are due no later than 120 days after the
end of the award.

. PRs are generated based on frequency. The due date is
determined by the program’s award.

. PRs generated for an award’s last reporting period will
automatically be final reports. All others are regular
PRs.
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Submitting Performance Reports

There are two methods which can be used to submit PRs.
Either method can be used to submit performance
measures:

. Responding to the Question Set
. Uploading a report generated by an external system

How can the user determine which method is required to
submit a performance measure?

Is the award:
« A 2020 award or later —> @ —
Or

. Anaward that had Performance —> £/

measures is the Grants
Management System (GMS)

Is there a question set associated with the PR?

|

Y

|

O
Y

v

Respond to the Question Set Upload a Report

For either method, recipients may upload additional
files to relay information about the project’s progress.

NOTE: If a PR does not include a question set to be
completed, attach documents as directed by the grant
manager.
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Performance Report Frequency

and Due Dates

The following list describes the most common reporting
frequencies and due dates for Department of Justice
(DOJ) award recipients:

REPORTING REPORTING

REPORT DUE
PERIOD START PERID END DATE

January 1 March 31 April 30

April 1 June 30 July 30

July 1 September 30 October 30
October 1 December 31 January 30
January 1 June 30 July 30

July 1 December 31 January 30
October 1 September 30 October 30

January 1 December 31 January 30

February 1 July 31 August 31
August 1 January 31 March 2
January 1 December 31 March 30
Dynamic: Defined Dynamic: Defined Dynamic: Defined
at solicitation at solicitation at solicitation
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Performance Report Notifications

Grant Award Administrators (GAAs) will receive PR-related
email notifications and will have access to:

. PR Submission

. PR Approval

. PR Reminders

. Past Due PR Notification

Additionally, PR-related email copies can be reviewed in
the PR page correspondence section.

® usrants mo
& Home Closeout (FAW-3079 Z
- Doing Business As:
Case details

Last updated by
Pega Email Bot (1d ago)

Craated by
justgrants026. grantawardadmin jgitsext (9mo ago)

Correspondence -+

ooooooooo

sssssssss

Action Reguired: Performance Report...
GrantManaReSMART jgitsint -
Dec 27, 2022 12:21:52 PM

Action Reguired: Performance Report...
GrantManaReSMART jgitsint -
Mov 28, 2022 T:04:05 PM
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Upload Performance
Measurement Data




Upload Performance Measurement

Data Open Performance
Step 1a Report

Some recipients report using the Performance Management Tool.
These recipients will notice that the system does not include

a Performance Measure Question Set. They will upload narratives or
templates as directed by the Grant Manager.

1a) After logging in as a Grant Award Administrator, select
the appropriate PR to open from My Workiist.

NOTE: Use the Case Status filter to find PRs in Pending ChangeRequest
status. The oldest PR must be completed and submitted before others can be
submitted.

@ JUSTgrants fo 0
) 1USTICE GRANTS SYSTEM
& Home Welcome justgrants026.grantawardadmin jgitsext Entity Administrator: justgrants026.multipleroles jgitsext
&  Entity Profile a
~ Alerts (0)
tity U
tity D
Applications ~ | My Worklist
ards
1612 results
itoring
Case ID Due Date * Case Type Award Solicitation Title
= orm:
PR-358738  Moa/30/2018 Performance Report  15JOVW-22-GG-01969-STOP  FY22 OVW Solicitation
i
PR-358472 J01/01/2019 Performance Report  15PSMA-21-GG-00380-MUMU  — hangeRequest .
pending-Draf ft
v
PR-384269  J03/30/2019 Performance Report  15PBJA-22-GK-01909-AWAX  testPR ot
rch T
PR-358288 Performance Report  15PBJA-22-GK-01909-AWAX  testPR
(" Apply |
1a PR-358083 Jos/30/2019 Performance Report  15PBJA-22-GG-01891-12 Annual-calendar v OJF-BJA PR-Delinquent
PR-358063 Jo3/30/2019 Performance Report  15PBJA-22-GG-01891-12 Annual-calendar vc OJP-BA  PR-Delinquent
PR-357061 Jo3/30/2019 Performance Report  15PBJA-22-GG-01891-12 Annual-calendar vc OJP-BA  PR-Delinquent
ing Re
Privacy Policy PR-356829  Jo7/30/2019 Performance Report  15)OVW-22-GG-01795-STOP  — - PR-Delinquent é
I
|
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Upload Performance Measurement

Data Open Performance
Step 1b Report

Another method used to locate the PR is to open a Funded Award
(FAW) in edit mode and navigate to the Performance Report tab.
FAWSs are found in the Awards menu.

1b) Select Begin on the Programmatic task line in the Assignments
section or select Begin for the specific PR. If Begin is not
available, the award may not be assigned to the current user.

NOTE: Begin will always appear if the award is not in edit mode, however, it
may not be available if the PR is not assigned to the logged-in user and
therefore is not available for editing.

JUSTygrants £ 0

Awards - New ]Gl Test QA Organization 26 New JGll Test QA Organization 26 Doing Business As

€  Entity Profile
My Assigned Awards
S Entity Users 870 results Rows: [1-10 v - ) -\7_ ) @
tity Do L . a-q 3
Award ID Solicitation Title Award Status Grant Award Administrator Program Office Start Date End Date Amount
Application:
prm— 1b 2014-MO-BX-0017 SMART FY 13 Support for Adam Walsh Actl...  Pending-HoldCloseout David Gaetani SMART 10/1/2014 09/30/2018 190.285.29
wards
[E Monitoring OVWStageTest10/18/2020 Pending-ProgrammaticCloseout  justgrants026.altgrantawardadmin jgitsext OVW 10/31/2019 08/15/2020 1,000
& Federal Forms o .
15PSMA-21-GG-00380-MUMU Pending-Award External Assignee  justgrants026.grantawardadmin jgitsext 10/1/2017 09/30/2020
15PBJA-22-GK-02057-12 Stage Testing Pending-ProgrammaticCloseout  justgrants026.multipleroles jgitsext BJA 10172019 09/30/2020 2,000
SMART FY 21 Support for Adam Walsh Actl...  Pending-ProgrammaticCloseout  Dunya Yilmazer SMART 1/1/2020 10/15/2020 0

SMART FY 20 Support for Adam Walsh Act1.. Pending-HoldCloseout justgrants026.grantawardadmin jgitsext  SMART 6/25/2020 10/15/2020 1.000.5

SMART FY 20 Support for Adam Walsh Actl.. Pending-ProgrammaticCloseout  justgrants026.grantawardadmin jgitsext  SMART 1/1/2020 11/30/2020 1,000

SMART FY 20 Support for Adam Walsh ActI.. Pending-ProgrammaticCloseout  Dunya Yilmazer SMART 1/1/2020 11/30/2020 1.000

AWAX  SMART FY 21 Support for Adam Walsh Act|...  Pending-HoldCloseout justgrants026.grantawardadmin jgitsext  SMART 1/1/2020 11/30/2020 1,000

X SMART FY 21 Support for Adam Walsh ActI.. Pending-ProgrammaticCloseout ~ Dunya Yilmazer SMART 1/1/2020 11/30/2020 1,000

All Awards

Tra ources
Privacy Policy. 500 results rows: [IF10 v | (> )( ) w
)\
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Upload Performance Measurement

Data
Steps 2 -3 EELLAYPE

2) Select the type of report to submit, Regular or Final.

3) Select the caret next to Project Description to expand the
window for review.

NOTE: Recipients who report in Performance Management Tool (PMT), other
secondary systems, or use grant program-specific forms will not see a
Performance Measure Questions Set but will respond to performance metrics
in those secondary systems or forms. A PDF of the data entered and
uploaded in the secondary systems will be saved. The grantor agency will
provide explicit guidance on what a recipient should include in their PR. Once
Final is selected and confirmed, it is not possible to change the report back to
Regular without technical assistance.

_JUSTgrants_ 100
Performance Report =
Legal Enfity Name

Doing Business As

as final - all grant activities are complete, funds
are obligated, and the award is ending early.

zzzzzzzzz

Question Set Status Last Updated Last updated by

rrrrrr
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Upload Performance Measurement

Data Upload
Steps4 -5 Attachments

4) Type any relevant comments for the Grant Manager in the
Comments field.

5) Inthe Attachments section, select Upload to upload a PDF of the
PMT, secondary system report, or grant program-specific
performance measures form as directed by the grant manager.

NOTE: The Comment field should not be used as part of a performance
measure narrative or to supplement the performance measures report.

nnnnnnnn
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Upload Performance Measurement

Data Upload
Step 6 Attachments

6) Locate the file to upload from the user’s workstation or shared
drive.
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Upload Performance Measurement

Data Upload
Steps 7 - 9 Attachments

7) Update the name of the file by typing a new file name in the
Name field. This is a required field.

8) The Category defaults to Performance Report. If the category
does not default to Performance Report, use the dropdown
menu to change the category to Performance Report.

9) Select Attach.
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Upload Performance Measurement

Data Upload
Step 10 Attachments

10) Select Submit to complete the PR or select Save to save and
return later.

NOTES:
Once submitted, the report is routed to the Grant Manager for review.

An Office on Violence Against Women (OVW) performance report without an
attached survey will receive a validation message indicating the performance
report cannot be submitted without the PDF file attached.

@ _JUSI'gV rants ©c Q

& %7 Pperformance Report

nnnnnnnn
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Submit Performance
Report with Question Set




Submit PR with Question Set

Locate Performance
Report

Step 1a

Recipients working on a PR that originated in JustGrants will
complete a Performance Measure Question Set.

1a) After logging in as the GAA, select the performance report from
My Worklist.

NOTE: Use the case filter from the case status field to locate the PR.

JUSTICE GRANTS SYSTEM

JUSTgrants Lo O

@& Home Welcome justgrants026.grantawardadmin jgitsext Entity Administrator: justgrants026.multipleroles jgitsext

& Entity Profile a
~  Alerts (0)
P& Entity Users
No data to display

[> Entity Documents
= Applications ~ | My Worklist

% Awards

1612 results 1;;355152&;;@

[ Monitoring

Case D

Due Date 7 Case Type Award Solicitation Title Office Status
£ Federal Forms
Clear Filter
PR-358738 || 04/30/2018 Performance Report  15JOVW-22-GG-01969-STOP  FY22 OVW Solicitation External ~
Assignee
pending-
Pr358472 | 01/01/2019 performance Report  15PSMA-21-GG-00380-MUMU  — ChangeRequest
Pending-Draft
84269 | 03/30/2019 Performance Report  15PBJA-22-GK-01903-AWAX  testPR nn melineent
Search Text
Pr358288 | 03/30/2019 performance Report  15PBJA-22-GK-01909-AWAX  testPR
(" apply ) cancel
I a Pr-358083 | 03/30/2019 performance Report  15PBJA-22-GG-01891-12 Annual-calendar v CJPBIA PR DeliRauent

03/30/2019

Performance Report

15PBJA-22-GG-01891-12

Annual-calendar vc

OJP-BJA PR-Delinquent

PR-357061 03/20/2019 Performance Report  15PBJA-22-GG-01891-12 Annual-calendar vc OF-BA  PR-Delinquent
Training Resources
privacy Policy R-356829 || 07/30/2019 Performance Report  15/OVW-22-GG-01795-STOP PR-Delinquent

A
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Submit PR with Question Set

Step 1b Locate Performance
Report

1b) Another method to locate the performance report is to open a
FAW in edit mode and navigate to the Performance Report tab.
FAWs are found in the Awards menu.

NOTE: The oldest report must be completed and submitted before others can
be submitted.

JUSTgrants Lo 0
JUSTICE GRANTS SYSTEM
£ Home . A f . -
Awards - New ]Gl Test QA Organization 26 New JGll Test QA Organization 26 Doing Business As
Entity Profile
My Assigned Awards
@ Entity Users 870 results rows: |1-10 V(=) @
[ Entity Documents o . - .
Award ID Solicitation Title Award Status Grant Award Administrator Program Office Start Date End Date Amount
Applications
. 1b SMART FY 13 Support for Adam Walsh Actl...  Pending-HoldCloseout David Gaetani SMART 10/1/2014 09/30/2018 190.285.29
L Awards
[E Monitoring OVWStageTest10/18/2020 Pending-ProgrammaticCloseout  justgrants026.altgrantawardadmin jgitsext OVW 10/31/2019 08/15/2020 1,000
3 | s
& Federal Form Pending-Award External Assignee  justgrants026.grantawardadmin jgitsext 10/1/2017 09/30/2020 —
15PBJA-22-GK-0205 Stage Testing Pending-ProgrammaticCloseout  justgrants026.multipleroles jgitsext BJA 10172019 09/30/2020 3,000
SMART FY 21 Support for Adam Walsh Actl...  Pending-ProgrammaticCloseout  Dunya Yilmazer SMART 1/1/2020 10/15/2020 0
SMART FY 20 Support for Adam Walsh ActI...  Pending-HoldCloseout justgrants026.grantawardadmin jgitsext  SMART 6/25/2020 10/15/2020 1.000.5
SMART FY 20 Support for Adam Walsh Actl...  Pending-ProgrammaticCloseout  justgrants026.grantawardadmin jgitsext ~ SMART 1/1/2020 11/30/2020 1,000
SMART FY 20 Support for Adam Walsh Actl...  Pending-ProgrammaticCloseout  Dunya Yilmazer SMART 1/1/2020 11/30/2020 1,000
SMART FY 21 Support for Adam Walsh Actl...  Pending-HoldCloseout justgrants026.grantawardadmin jgitsext  SMART 1/1/2020 11/30/2020 1,000
SMART FY 21 Support for Adam Walsh Actl...  Pending-ProgrammaticCloseout  Dunya Yilmazer SMART 1/1/2020 11/30/2020 1,000
All Awards
500 results rows: [1-10 ﬁ
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Submit PR with Question Set

Steps2 -4 Select Report
Type

2) Select the type of report (Regular or Final) to submit. PRs
generated in the last award reporting period will automatically
be Final reports, all others are Regular.

3) Select the caret next to Project Description to expand window
and review.

4) Select the link for the appropriate question set to answer
relevant questions.

NOTE: Once Final is selected and confirmed, it is not possible to change back
to Regular without technical assistance.

_JUSTgrants_ 100
O fme r:e;uv:mancene:mn -
Actions ~

Legal Enfity Name S5 A

- NOTE: If the GAA marks a report as Final - all grant
... activities are complete, funds are obligated, and the
S = award is ending early.

Performance Report Case details
DUE 1N MONTHS FRol NotW

zzzzzzzzz
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Submit PR with Question Set

Step 5 Open Question
Set

5) Select Begin. Begin allows for editing Question Set entries.

NOTES:
The Begin option will only appear for a user that can take action.

The PR is displayed in read-only mode. It is possible to print the questions by
selecting Actions and then selecting the Print option. Changes cannot be
made to the question set while it is in read-only mode.

@ JUSTgrants LN, )
Padrmanse Repan (PR81E3
& Home BJA_FY18STOPTech_Final = )
s 5

Rssigned to

Begin
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Submit PR with Question Set

Steps 6 - 7 Answer
Questions

6) Answer the questions on the page.

7) Select Continue to move to the next page or select Save and
come back later.

NOTE: Questions vary among awards; those with a red asterisk must be
answered. The question set cannot be submitted unless the required
questions are answered. Many questions include validations, while some
answers generate additional questions to be answered.

®
Q
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Submit PR with Question Set

Step 8 Finish Question
Set

8) On the last page of the PR, Continue is replaced with Finish.
Select Finish when the questions set is completed or select Save
and come back later.

NOTE: Selecting Finish will return to the PR home screen and does not submit
the PR. Additional steps are needed before the PR can be submitted.

®
Q

tapplication” - Open ended iz
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Submit PR with Question Set

Steps 9 - 10 Re-open
Performance Report

9) When the PR screen opens, the question set status is Resolved-
Completed. (If there are no comments to make or documents to
upload, skip to step 18.)

10) To edit the question set, select Re-Open. Click Begin to edit the
question set.

NOTE: If the Resolved-Completed status is not displayed, open the Actions
menu and select the Refresh option.

Jgs_rgmts 100

<

Performance Report
DUE N2 MONTHS FROM NOW

nnnnnnnnn

\\\\\

Question Set Status Last Updated Last updated by
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Submit PR with Question Set

Steps 11 - 12 Upload
Attachments

11) Enter any relevant comments in the Comments field.

12) In the Attachments section, select Upload to attach additional
documents as directed by the Grant Manager.

NOTE: Do not use the Comment field as part of a performance measure
narrative or to answer items in the question set. Comments and attachments
are visible to the Grant Manager.

_JUSTgrants_ 100
Performance Report —
e ]
= I Ent Doing Business As-
Que: et
{2 Entity Documents Johnt
E. Ived-C: Q Entity A
aaaaaaaaaaaa
@ Melis
W Comm justg
itoring o
A 11
View all
r/icm e iy
Comment Date Time CommentedBy ~ Comments
S Attachments
N comPLETE PeRroRmANGE MEAsRE TRvEY TR A



Submit PR with Question Set

Step 13 Upload
Attachments

13) Locate the file to upload from the user’s workstation or shared
drive.
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Submit PR with Question Set

Steps 14 - 16 Upload
Attachments

14) Update the file name by typing a new name in the Name field.
This is a required field.

15) The Category defaults to Performance Report. This should not
be changed for a performance measures data attachment.

16) Select Attach.
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Submit PR with Question Set

17) Select Submit to complete the PR or select Save to save and
return later.

NOTE: Once submitted, the PR is routed to the Grant Manager for review.

nnnnnnnn

17
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Submit PR with Question Set

18) If the report type is final, the confirmation page will appear after
selecting submit. Select Confirm.

NOTE: Selecting Cancel returns the PR to the GAA, thereby allowing the GAA to
make any changes to the PR before submitting.
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Submit PR with Question Set

Status

Review the displayed Status. The status should be Pending
Repository Upload. There is also a notice displayed that reads,
“Thank you! The next step in this case has been routed

appropriately.” The GAA will receive an email confirming that the PR
was submitted.

Y JUSTgrants fo O

“E GRANTS SYSTEM

)

Home
Performance Report
RYUPLOAD T
Entity Prof 19 Awarded Entity Legal Name Doing Business As: ~—
Current Entity Legal Name Doing Business As:
2 Entity Users

Thank yout The next step in this case has been routed appropriately.

[> Entity Documents A
Applications solicitation Title Annual-calendar ve Solicitation Category: N/A
Sy e Project Title: Dunya Yilmazer Feb0222 FY22 Adam Walsh Act $16.750 - Support for Adam Walsh Federal Award Amount $3,000.00
£ Awards : ;
Act Implementation Grant Program _ Individual Applicant Program Office:  BjA
Project Period: 101/18 - 12/31/22 i
& Monitoring ﬁ UEL: RKV2V7M6F|03
Mar Office
Aanaging O oJF TIN *HEERO000
& redersbromms DOJ Grant Manager Melissa Harrington
Grant Award Administrator: Justgrants026 grantawardadmin jgitsext
-AW Case ID FAW-307810
vV o REVIEW PERFORMANCE REPORT Case details
r— Last updated by
A— justgrants026.grantawardadmin jgitsext (1m ago)
" Created by
History 2

justgrants026.grantawardadmin jgitsext (2y ago)

Time Description Performed by
c A3

6/28/24 6:04 PM Assigned to deferred@pega.com to ‘Await Date/Time j;;‘i‘;msozs G e

~ ;
6/28/246:03 PM Case Status Updated to Pending-RepositoryUpload j;;'f;:}msoza o il il " :

2
6/28/24 6:03 PM Status changed to Pending-RepositoryUpload J’;iﬁrﬁ"'w'e Brantawardadmin
E—— = Participants (7)

6/28/246:03 PM status changed to Pending-Review S Ea0earcacm
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Submit PR with Question Set:

The Audit page displays an up-to-date historical description of all
actions taken on the PR. Notice that the audit indicates that the PR
was sent to the Grant Manager Reviewer for approval or rejection.

aaaaaaaaa
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Change-Requested
Performance Report




Change-Requested Performance

Re po rt Locate Performance
Step 1a Report

The Grant Manager may return a PR to a GAA who directs edits to be
made and resubmits the PR. This process is called a Change
Request. GAAs should respond to change requests within 15
calendar days.

1a) After logging in as a Grant Award Administrator select the PR
from My Worklist.

NOTE: Use the Case Status filter to find PRs in Pending ChangeRequest
status. The oldest PR must be completed and submitted before others can be
submitted.

@ JUSTgrants f0 0
Yy P LusTICE GRANTS SYSTEM
& Home Welcome justgrants026.grantawardadmin jgitsext
% Entity Profile
~ Alerts (0)
Us:
Entity Document
Applications ~ My Worklist
swrard 13 results 123456780910 >
Monitoring Case ID Date Due Case Type Case Status Last Updated
- Clear Filter
- PR-356738 0413012018 Performance Report New Pending-Award External 4| 05/05/2022 09:32 AM
Assignee
E  Training Re
Pending-
PR358472  Bowowmo1e Performance Report New ChangeRequest 08/05/2022 01:42 PM
Pending-
ChangeRequesiCloseout <
PR-356867 0113012019 Performance Report New 03/23/2022 02:05 PM
a Search Text
PR-358288 0313012019 Performance Report New 03/30/2022 10:57 AM
( appy  )( canca )
0313012019 Performance Report
PR-358083 0373012019 Performance Report New 03/30/2022 0959 AM
PR-358063 03/30/2019 Performance Report New 03/30/2022 09:59 AM
Privacy Policy
S—— Perfommance Renart Dlew 0 022 0906 AL
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Change-Requested Performance

Report

Step 1b

Locate Performance
Report

1b) Another method to locate the PR is to open a Funded Award in
edit mode and navigate to the Performance Report tab. FAWs
are found in the Awards menu.

) JUSTgrants

JUSTICE GRANTS SYSTEM

Home
%  Entity Profile
545 results
& Entity Users
Award ID
[3  Entity Documents
Applications EAVV-113559
1 Awards 1b
FAW-207085

Monitoring

2 Federal Forms

FAW-308587

I Training Resources

V212086

FAW-159090

FAW-187184

FAW-168085

Privacy Policy

Award

Pending

Pending

Pending

Pending

Pending

Pending

Pending

Pending

Pending

Pending

My Assigned Awards - JGII Test Org26

Status

-ProgrammaticCloseout

-Progran loseout

Grant Award Administrator

Regina Stafford

-Award External Assignee

-Progran ut

in jgitsext

justgrants026 grantawardadmin gitsext

-ProgrammaticCloseout

-HoldCloseout

-ProgrammaticCloseout

-ProgrammaticCloseout

-HoldCloseout

-ProgrammaticCloseout

Joitsext

Dunya Yilmazer

justgrants026 grantawardadmin gitsext

Dunya Yilmazer

justgrants026 grantawardadmin gitsext

Dunya Yilmazer

Role

Award Number

2014-MO-BX-0017

15PBJA-22-GK-02057-12

15PSMA-20-GG-00235-12

15PSMA-20-GG-00241-12

15PSMA-20-GG-00241-12

15PSMA-21-GG-00028-AWAX

15PSMA-21-GG-00028-AWAX

Managing Office

ovw

oJP

oJP

Program Office

SMART

Programmatic

BJA

SMART

SMART

SMART

SMART

SMART

SMART

o O

Rows

Solicitation Title

SMART FY 13 Support for Adam Walsh Act Implementation Grant Prog

OVWstageTest10/18/2020

Stage Testing

SMART FY 21 Support for Adam Walsh Act Implementation Grant Prog

SMART FY 20 Support for Adam Walsh Act Implementation Grant Prog
SMART FY 20 Support for Adam Walsh Act Implementation Grant Prog
SMART FY 20 Support for Adam Walsh Act Implementation Grant Prog
SMART FY 21 Support for Adam Walsh Act Implementation Grant Prog

SMART FY 21 Support for Adam Walsh Act Implementation Grant Prog

4
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Change-Requested Performance

Re pO rt Email

Step 2 Correspondence

2) An email is sent to the GAA's email of record when the
Grant Manager initiates a change request. A copy of the system-
generated email is attached and located under
the Correspondence section. Select the email link to view
the message. The email will open as a pop-up. Close the pop-up
window to return to the Performance Report screen.

NOTE: Emails from the Grant Manager go to the GAA as well as to the
Alternate GAA, if one is assigned to the award. The email subject line will
reflect the required action.

[ View Email - Work - Microsoft Edge - [u] b3 Ro @
& <://stage-justgrants.usdoj.gov/prweb, op/IGITS_/3yZ! W*/ITABTHREAD17py y=%A40baseda: A a
O Fomo View email
Eniypl Sot Caught com pega pegarules pub PRRuntimeException: Caught unhandled exception - Unable to send email due to - Invalid Addresses
o From demmail@ip-10-15-96-10 ojpsc gov
To justgrants026 grantawardadmin@gmail com
Eniity U Subject  Action Requied: Performance Report for 15PSMA-22-GG-01939-AWAX Requires a Change
3 EntiyD
Applicat usr
JUSTICE GRANTS SYSTEM
Monitori
& Federal
You are recsiving this email because you are assigned as the Grant Award
) Administratar for avard 15PSMA-22-GG-01939-AVAX. The performance report
Training PR-358433 for this a = a change. If you have any questions about the
required edis, pleas: at
To complete this action, please log in to JusiGrants and open the performance —4
report from Home > My Workiist, then open the performance report noted above
View the Grants Management Comments History section for guidance on the
required ecits as described by your Grant Manager. The assigned Grant Avard
Adminisirator (GAA) is the anly role within JustGrants that can submit or maks ,
changes to a performance report. Please edit and resubmit the performance report 2g0)
within 15 calendar days.
wrardadmin jgtssxt (9mo ago)
performance reporting training resources, user suppart aptions, and find
answers to frequently asked questions
Correspondence +
Fortctrical cuppor or o repert s ith JustGrants — Aeton Requred Poomance Reprt.
2 =
ed- Performance Report
- COPS Office and OJP applicants and award recipients should GraniManaReSVART gt « H
contact JusiGrants Support@usdo] gov or 833-872-5175, Monday through
Friday from 500 & m. o 900 p.m. ET: and Saturday, Sunday, and fadsral
holidays from 9:00 & m. to 5:00 pm ET. o .
 OVW applicants and award recipients should pen assignments
contact OV, JustGrantsSupport@usdo gov or 866-655-4462 - R
2 e ﬁ
Complete Performance Veasure Survey
|
|
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Change-Requested Performance

Report Review Grant
Step 3 Manager Comments

3) Review the Grant Management comments for guidance from the
grant manager about the required edits to the PR. This may
include the following required corrections:

e Type of Report (Final or Regular) - See step #4
 Update responses to Question Sets - See Step #5

 Add/delete attachments to comply with program
reporting requirements - See Step #15

NOTE: The GAA (or Alternate GAA) should edit and resubmit the PR within 15
calendar days of receipt.

Daing Business As:

uuuuuuuuuuuu
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g
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]
ez 00 o § o
g ﬁ’i
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Change-Requested Performance

Re pO rt Select Report

Steps 4 -5 Type

4) Select the type of report (Regular or Final) to submit. PRs
generated in the last reporting period on the award will
automatically be Final reports, all others are Regular reports.

5) Select the link for the appropriate Question Set to answer
relevant questions.

NOTES:

Once Final is selected and confirmed, it is not possible to change back to
Regular without technical assistance.

The GAA can mark a report as final which indicates that all grant activities are
complete, funds are obligated, and the award is ending early.

@ wvsmns 0

Performance Report ( Actions ~ )

[3) Entity Dacuments

pppppppppppp

Performance Report o
DUE IN3 MONTHS AGO

282022 4

5 Question Set Status Last Updated Last updated by

Privacy Policy

Performance Reporting | 37



Change-Requested Performance

Re pO rt Open Question

Step 6 Set

6) Select Begin.

NOTE: The PR is displayed in read-only mode. It is possible to print the
questions by selecting the Actions button and then selecting Print. Changes
cannot be made to the question set while it is in read-only mode.

JUSTyants

Performance Report (PR-358433)

Home .
BJA_FY18STOPTech_Final =
Entity Profile
Assignments all Case details
Entity Users Last updated by
Task Assigned to GranthManaReSMART jgitsint (17d ago)
() Entity Documents Created by
Question page (Administer Survey) @ justorants026 grantawardadmin jgitsext Begin GrantManaReSMART jgitsint (17d ago)
Applications
Awards prpLETE Participants
Monitoring Questions and Answers  Aud| JohnElectronicBusinessPoc Doe
Entity Administrator
Question ID -
& Federal Forms Begin
BJA 8 QQ 204 1 justgrants026, grantawardadmin
Training R —— - o jgitsext
IR BJA 8 0Q31 | pe—— Grant Award Administrator
BJA_8_Q_14780_1 justgrants026 financialmanager
o::
BJA_8_0 14731 1 Financial Manager
Reason(s) for no grant activity during the reporting period. - Sesking subcontractors
BlA_8_0 147821 (Request for Proposal stage only) false 0 justgrants026.authorizedrep jgitsext
o R . Authorize Representative
Reason(s) for no grant actvity during the reporting period. - Waiting to hire project
E ARG IR manager, additional staff, or coordinating staff o
i ing peri JohnElectronicBusinessPoc Doe
Reason(s) for no grant activity during the reporting period. - Paying for the program (et E
BJA_8_ 0 147841 Uing prot ederal funce true Application Submitter
Reason(s) for no grant acivity during the reporting period. - Administrative hold
BJA_8_Q_14785_1 eIy false
Reason(s) for no grant activity during the reporting period. - Still seeking budget
BJA_8_0_14785_1 e false
Reason(s) for no grant acivity during the reporting period. - Waiting for partners or
EE AR s A collaborators to complete the application s
BJA_8_ 0 14785 1 Reason(s) for no grant activity during the reporting period. - Other false
BIA 8 Q147891 Reason( for o grant aciviy during the reporting peiod - IfOthr, lease
Prior to recaiving the BJA grant funds, had your school developed and implemented
QUESTION 510 an intervention team Yes
If your campus did not have a intervention team prior to receiving BJA funds,
BJASTOPINTQ2 indicate the date the intervention team was established upon receiving BJA grant
funding, othenvise please leave blan
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Change-Requested Performance

Answer
Questions

Report

Steps 7 - 8

7) Answer all the questions on the screen.

8) Select Continue to move to the next page or select Save and
come back later.

NOTE: Questions vary among awards; questions with a red asterisk must be
answered. The question set cannot be submitted unless the required
questions are answered. Many questions include validations, while some
answers generate additional questions.

JUSTgrants 20 @
Performance Report (PR-358433) 7 ~ ~
Home . Actions ~
BJA_FY18STOPTech_Final = —
Entity Profil Yes © ' No please select from the following
Entity User Clear Selection
Reason(s) for no grant activity during the reperting period. - In procurement
Entity D s
P Reason(s) for no gran ty during the reporting period. - Project or budget not approved by agency, county, city, or governing
Appl gency
Award:
R (s) for no gra ty during the reporting period. - Seeking subcontractors (Request for Proposal stage only)
Monitoring
Reason(s) for no grant activity during the reporting period. - Waiting to hire project manager, additional staff, or coordinating staff
Federal Form
R (s) for no gra ty during the reporting period. - Paying for the program using prior federal funds
Training Resources
Reason(s) for no grant activity during the reporting period. - Administrative hold (2.g., court case pending)
Reason(s) for no grant activity during the reporting period. - Still seeking budget BJA approval
Reason(s) for no grant activity during the reporting period. - Waiting for partners or collaborators to complete the application
Reason(s) for no grant activity during the reporting period. - Other
Reason(s) for no grant activity during the reporting period. - If Other, please describe
|
|
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Change-Requested Performance

Report Finish Question

Step 9 Set

9) After answering all the required questions, select Finish to
complete the question set or select Save and come back later.

JUSTgrants

JUSTICE GRANTS SYSTEM

o

Home

Performance Report (PR-358433)
BJA_FY18STOPTech_Final e

Entity Profile

Entity Users 3 BJAFY1

v2 _ v
BJA_FY18STOP_INT_v1 Team

STOPMD 4 BIASTOPT /7. BJAFY18 STOP
Assessi Enh

8.BJA Seven Narrative
Questions

Entity Documents

Applications
BJA Seven Narrative Questions

P Please answer the following questions every semiannual reporting period (January and July of each year), based on your grant-funded activities.
What were your accomplishments during reporting perioc? - Open ended text response »

Monitoring testing

Federal Forms

Training Resources
d What goals were accomplished, as they relate to your grant application? - Gpen ended text response «

f

What problems/barriers did you encounter,if any, within the reporting period that prevented you from reaching your goals or milestones? - Open ended text response
i

Is there any assistance that BJA can provide to address any problemsibarriers identified in question #37 - YestNo »
Yes
[- X%

Clear Sel

If yes, please explain. 9
[id

tion

Privacy Policy
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Change-Requested Performance

Report

Steps 10 - 11

Re-Open
Performance Report

10) When the PR screen opens, the question set status is Resolved-
Completed; the Submit option is available.

11) To edit the question set, select Re-Open. Click Begin to edit the
question set.

TUSTICE GRANTS SYSTEN

@" JUSTgrants 20 @

Home N
G Performance Report
=
Eniity Profile Legal Enfity Name Doing Business As
Eniity Users

Enfity Documents

Federal Forms

Training Resources

Policy

DOJ Grant Manager.
Grant Award Administrator

FAW Gase ID

Melissa Harrington
Justgrants026 grantawardadmin jgitsext
FAW-307723

Soliciation Tite Annual-calendar ve Solicitation Category A
Applications

Project Title: Dunya Yimazer Feb0222 FY22 Adam Walsh Act $16.750 - Support for Adam Walsh Act Federal Aviard Amount $3,000.00
R Implementation Grant Program _ Individual Applicant Program Ofice B3k

Project Period 111120 - 2128123 el RKVZVINGFI03
Monitoring Managing Offee o N 260000000

Performance Report
DUE 1N MONTHS FRol NotW

Start Date
0110172023

Type Of Performance Report

Final

O requr

> Project Description

Performance Measure Question Set

End Date
020262023

Due Date
0672812023

Case details

Last updated by

Faga Email Bct (50 age)

Crealed by

Queue processor(FAWPRCreation) (1mo 3go)

Correspondence

Parformay

Participants (6)

Question Set status Last Updated Last updated by Gl Sauha s
- JohnElectronicBusinessPoc Doe
ved-( J 36 2¢ W Re-Opt
Resonec.Compitea 3023 436 P usigrants 25 gentanarcaorn isext < pen @ prrenaoncau

B0 mmenis

10

11

4
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Change-Requested Performance

Report

Step 12

Comments

12) Enter any relevant comments in the Comments field. Comments
are optional.

NOTE: Do not use the Comment field as part of a performance measure
narrative or to answer items in the question set. Comments and attachments
are visible to the Grant Manager.

Home

Entity Profile

Entity Users

Entity Documents

Applications

Awards

Monitoring

Federal Forms

Training Resg

12

seout (FAV

Performance Report

7917)

Legal Entity Name Doing Business As

The deadline was 2 days ago

Question Sets to be Updated

Question Set Status Last Updated

BJA_FY185TOl

1_Final Resolved-Completed 113123116 PM

) Previous Question Sets (Read Only)

2 Comments

[icomments History

Comment Date Time Commented By Comments
o fems
Picrants Management Gomments History
Comment Date Time Commented By Comments

Last updated by

justgrants025, grantawardadmin jgitsext

" ReOpen )

Dac 27, 2022

Action Required: P
G w

Man: aRT

Nor 0405 P11
Open assignments.
FixCorrespond

Adminisirator

justgrants028 graniaws

BJA_FY18STOPTech Final (C-302289)
PP# Resolved Completed
BJA_FY18STOPTech_Final (C-301941)
[## Resolved-ChangeRequested
BJA_FY18STOPTech_Final (C-301833)
[#% Resolved-ChangeRequested
BJA_FY18STOPTech Final (C-301821)
7% Resolved ChangeRequested
BJA_FY18STOPTech_Final (C-301820)
[## Resolved-ChangeRequested
BJA_FY18STOPTech_Final (C-298696)
[#% Resolved-ChangeRequested

Participants (5)
JohnElectronicBusinessPoc Doe
Entity Administrator

justgrants026. grantawardadmin
o

122712022 12:21 PM GrantManaReSMART jgitsint Please review question sst )
Grant Award Ads trat
rant Award Administrator
11/28/2022 T:04 PM GrantManaReSMART jgitsint Please fix
Privacy Policy justgrants026 financialmanager ﬁ
111812022 1055 AM ReSMART gitsint Complex -,
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Change-Requested Performance

Re pO rt Upload

Step 14 Attachments

14) In the Attachments section, select Upload to attach additional
documents as directed by the Grant Manager.

{ @ ) JUSTgrants
\ JUSTICE GRANTS SYSTEM
seout (FAW-307917)
Home
Performance Report
[T
EiE Legal Entity Name Doing Business As
Entity Users The deadline was 2 days ago
Participants (5) -
2 Entity Documents Dicrams Management Comments History
@ JohnElectronicBusinessPoc Doe
Applications Entity Administrator
Comment Date Time Commented By Comments
justgrants026. grantawardadmin
Awards igitsext
1212712022 12:21 PM GrantManaReSMART jgitsint Please review question set Jgitse? .
Grant Award Administrator
Monitoring 112802022 7:04 PM GrantManaReSMART jgitsint Please fix
) -~ justgrants026 financialmanager
. 11/8/2022 10:55 AM GranthanaReSMART jgitsint Complex 0 igitsext
Fi ial M:
111302022 928 AM Alak Dutta Test ML
Training Resources ) i
11732022 921 AM Alak Dutta Test §p justgrants026.authorizedrep jgitsext
Authorize Representative
14 JohnElectronicBusinessPoc Doe
Application Submitter
@Attachments
(" Upload
The recommended files to upload are PDF. Microsoft Word and Excel
COMPLETE PERFORMANCE MEASURE SURVEY v REVIEW PERFORMANCE REPORT
Privacy Policy ﬁ
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Change-Requested Performance

Report Upload
Step 15 Attachments

15) Locate the file to upload from the user’s workstation or shared
drive.
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Change-Requested Performance

Report Upload
Steps 16 - 18 Attachments

16) Update the file name by entering a new name in the Name field.
This is a required field.

17) The Category defaults to PR. This should not be changed for a
performance measures data attachment.

18) Select Attach.
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Change-Requested Performance

Re po rt Submit Performance
Steps 19 - 20 Report

19) The uploaded attachment is displayed. Use the trash can icon to
remove the uploaded attachment.

20) After finishing all updates to the PR, select Submit to complete
the PR or select Save to save and return later.

NOTE: Once submitted, the report is routed to the Grant Manager for review.

sy Downloads |Foa - P
{ @ ) JUSTgrants PN )
N JUSTICE GRANTS SYSTEM o FINAL_EXT_user_roles_matrix_050621_PR-358433.docx
Closeout (FAW-307917) =
Home
Performance Report See more (" Actions ~ )
EiE Legal Entity Name Doing Business As
Entity Use The deadline was 2 days ago
[ Entity Documents D/Grams Management Comments History .
Participants (5)
Applicat !
Comment Date Time Commen tted By o 5 JohnElectronicBusinessPoc Doe
Entity Administrator
Award:
1212712022 12:21 PM GranthanaReSMART jgitsint Please review question set
justgrant
[ Monitoring 11282022 7:04 PM GrantManaReSMART jgitsint Please fix ° jgitse>
o ot o= 11/8/2022 10:55 AM GrantManaReSMART jgitsint Complex
11132022 928 AM Alak Dutta Test Justgrants026 financiaimanager
} Jgitsext
Training Resources ——
117312022 921 AM Alak Dutta Test Story inancial Manager
justgrants026.authorizedrep jgitsext
Authorize Representative
@Attachments JohnElectronicBusinessPoc Doe
Application Submitter
(" Upload )
The recommended files to upload are PDF. Microsoft Word and Excel
Name Category Created by Date Added
FINAL_EXT_user_roles_matrix_050621.docx  Performance Report justgrants026.grantawardadmin jgitsext 11132023 1:25 PM
(" Cancel ) ( s ) an 20
Privacy Polic — = = ﬁ
I
|
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Change-Requested Performance

R e pO rt Final Performance
Step 21 Report

21) If the report type is final, a confirmation page will be displayed
after selecting submit. Select Confirm.

NOTE: Selecting Cancel returns the PR to the GAA.
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Change-Requested Performance

Report

Step 22 Pending Review

22) The PR status has changed to Pending Review.

) JUSTgrants
Tem
Home e
Performance Report cions ~
22
EiE Legal Entity Name Doing Business As
Entity Users
(2 Entity Documents Solicitation Title SMART FY 22 Support for Adam Walsh Act Implementation Grant ProgramSolicitation Category NA
Applications Project Title: Organizational Readiness: Formula Template Solicitation Application 1 Federal Award Amount $2,000.00
Project Period 1011721 - 715122 Program Office: ~ SMART
Awards Managing Office: ol UEL RKV2VTMSF103
DOJ Grant Manager. GrantManaReSMART jgitsint TIN 260000000
Monitoring Grant Award Administrator  justgrants026. wardadmin jgitsext
FAW Case ID FAW-307917
Federal Forms
Training Resources
Case details
Performance Report Ui yizedily
Start Date End Date Due Date Pega Email Bot (1m ago)
0710112024 123172021 01/11/2023 Created by
Type OF Parormance justgrants026. grantawardadmin jgitsext (9mo ago)
Regular
Correspondence JL
Performance Measure Survey Action Required: Performance Report
Question Set Status Last Updated Last updated by EITTeREITE Sl H
Dec 27, 2022 122152 7M.
Action Required: Performance Report
BJA_FY188TOPTech_Final Resolved-ChangeRequested 12272221221 PM GrantManaReSMART jgitsint GraniManaReSMART jgisint -
Nov 25, 2022 7:04:05 P14
BJA FY18STOPTech Final Resolved-ChangeRequested 11728122 7:04 PM GrantManaReSMART fgitsint
_ Participants (5)
BJA_FY18STOPTech_Final Resolved-ChangeRequested 1/8122 10:55 AM GranthManaReSMART [gitsint
JohnElectronicBusinessPoc Doe
privacy Poi BJA_FY18STOPTech_Final Resolved-ChangeRequested 11/3122 9:28 AM Alak Dutta Entity Administrator
rivacy Policy @
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Change-Requested Performance

Report

23) The Audit page displays an up-to-date historical description of all
actions taken on the PR. Notice that the audit indicates the PR
was sent to the Grant Manager Reviewer for approval or

rejection.
Qs .

............

23

wwwwwwwww
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Performance Report
Troubleshooting




Performance Report Troubleshooting

Open Award In Edit Mode

1) To open an award in edit mode, select Begin on the Assignments
screen after selecting the award from the Awards menu.

2) If Begin does not appear when opening an award, the award
may be in read-only mode (cannot be edited). Another indicator
that the award is opening in read-only mode is if the Funded
Award Labels is displayed.

IPEREEER REEEEEH|
@ JUSTgrants 200
JUSTICE GRANTS SYSTEN
Active Funded Award
cons
Entity Legal Name Doing Business
My Office: Dumy
Q  JustGrants Search DYs |
518/
My ow
Gran
Mor
Justgl|
- AN o
Q Awar Be g n
Reposil
Report
Assignments
0. Toggle e
— Audit And Assessment Funded Award
— Financial Funded Aviards OV
— Loadership Funded Avard
Queue
— Legd Funded Avard processor(FundedAwardFFRProcassor)
{1mo ago)
2y Programmatic FundedAwarss 4 sen
Privacy Poli A BT
\nnual Programmatic Desk Review (APDR-302001) ServiceLevel.ProcessEvent)
Regents
( g0} @
. © con

+ New Funded Award ~
( Actions ~
& H Entity Legal Name () Doing Business As:
ome
&Y e FUNDED AWARD INITIAL S... ACTI INITIATE CLOS PROGRAMMATIC CLOS. FINANCIAL CLOS UFMS HAN
e ly Office
Q' JustGrants Search Information  Audit  Budget  Funded Award Information  Historical GAMs 2
R My Awards
Funding Federal Grant Award
2 Monitoring Award Award Award Performance Balance and Financial Modification
Package Conditions Award Details At ilabili Report (FFR) (GAM) Monitoring
~| Repositories
b REpais {:{_egac\, Award Packagen;}-
~ Award Letter
I
|
|
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Performance Report Troubleshooting

Delinquent PR with Resolved-Completed Question Set Troubleshooting

If the PR shows as Delinquent, but the Question Set shows Resolved-
Completed, Ensure the GAA selected Submit on the PR after having
completed the Question Set. Navigate to the PR from My Worklist or

from the FAW, open the PR and select Submit.

nnnnnnnn
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