4. GRANTS MANAGEMENT
4.1 Progress Reports

Progress Reports are a requirement of your grant. Consult your grant provisions for
the frequency of these reports. If you have a question about when your reports are
due, contact your Program Officer. eGrants will notify you 30 days before the reports
are due.

Instructions for how to complete your Progress Report follow.

1. Log-on to eGrants using your user name and password. If you have not
created an eGrants user account, go to www.nationalservice.org/egrants/ and
select “Create an Account.” The person logged on should be the person
authorized within your organization to submit the progress report on the
organization’s behalf.
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2. Open the “Progress Reports” folder from the main
menu and double click on the “Enter/Review PR” [&:view/Print PR Summary Report
option.
3. Your grant information will be displayed in the progress report screen. If
your correct grant number is not automatically displayed, press F7, click on the
down arrow to the right of the grant number field and select the correct grant
number. Press F8.
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4. Ensure that the most recent application ID for your grant is displayed in the
Application ID field.

5. Complete the following information in the Progress Report tab for this
reporting period:

= Inthe “Prepared by” field, click on the down arrow and select the person that
is preparing the progress report. If you need to change this information, click
on the “Edit/Enter Prep by” button.
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= |In the Demographics box: enter the number of volunteers; the number of
volunteers in outcome-based assignments; and the number of volunteer
hours provided

Demographics Quantity

|# of Yolurtesrs

|# of Yaolurteer Hours

|# of Yolunteers in Outcome-Based Assignments | u]
|

6. On the performance measures tab, enter the progress towards each measure.
The work plans you entered in your application will be displayed in the
performance measures tab. Enter the progress made towards your work plans.
All fields are required by the system. If a field is not applicable to this reporting
period, enter “N/A” or “Not Applicable.” You will not be able to submit the
report unless you have entered some text in each field.
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7. On the narratives tab, click on the field on the left and fill in the box on the
right for that particular item. You are required to complete all Narrative fields.
If a particular category does not apply, enter “N/A” or “Not Applicable.” You
will not be able to submit the report unless you have entered some text in each
field.

Note: If you have any attachments you would like to send to the Corporation, list
them in the “Attachments” narrative field. Attachments should be sent to your
Program Officer.

%8 Progress Report (ent_pricrogers)

~

PR | G EEiar |
J




8. To view and/or print your progress report, go to the Progress Report tab and
click on the View/Print PR button as illustrated below. To view the Progress
Report, you must have Adobe Acrobat installed on your computer. If you would
like to save to a disk, you must have Version 5 or higher. It is not required that
you save the Progress Report to a disk.
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9. To submit your progress report to the Corporation, go to the Progress Report
tab and click on the Submit button. Once you submit the report, you will not be
able to make any changes.



4.2 Financial Status Reports

Financial Status Reports are a requirement of your grant. Consult your grant
provisions for the frequency of these reports. If you have a question about when your
reports are due, contact your Grants Officer. eGrants will notify you 30 days before
the reports are due.

Instructions for how to complete your Financial Status Reports follow.

1. Log-on to eGrants using your user name and password. If you have not
created an eGrants user account, go to www.nationalservice.org/egrants/. The
person logged on should be the person authorized within your organization to
certify the financial status report on the organization’s behalf.
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2. Open the “Financial Status Reports” folder from the
main menu and double click on the “Enter/Review
FSRs” option.
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3. Your grant information will be displayed in the financial status report
screen. If your correct grant number is not automatically displayed, press F7,
click on the down arrow to the right of the grant number field and select the
correct grant
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4. Ensure that the most recent application ID for your grant is displayed in the
Application ID field.

5. Complete the following information in the General tab:

= |n the “Basis” field, click on the down arrow and select how you maintain

your accounting system.
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= Enter the period covered by this report.

Period Covered by this Repart
From |OF01 52005 To 1203152003

= Enter the “Recipient Account Number or Identifying Number” field, if

applicable.

6. On the Transactions tab, enter or update the “Previously Reported” (column
1). Verify the previously reported figures shown in column | for accuracy. This
column should reflect the total funds spent on the grant prior to this reporting
period. For example, if this is the 2™ half of year 2 of a 3-year grant, the
previously reported column should reflect all funds spent in year 1 and the first

half of year 2.

If this is the first time you have submitted an FSR in eGrants, this column will be
blank. You must manually enter previously reported funds to the Corporation for

this particular grant period.

Note: The Financial Status Report is cumulative. Therefore, columns | and 11

must total the total amount spent to date on your grant.

7. Complete the form for the current reporting period (column I1).
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8. On the Remarks/Certifications tab:



= Enter any additional remarks (optional).

Remarks: Enter expl. deemed ry or information
required by Federal sponsoring agency in compliance with government

= Enter section “a. volunteer data”; questions 1 and 2.

= |f applicable, enter section “b. FGP/SCP Non-Stipend or RSVP with
FGP/SCP Type Services”; questions 1 and 2

a. Yolunteer Data
1. Cumulative Hours This Budget Period 2. Total # Serving This Report Period

b. FGP/SCP Hon-Stipended or RSYP with FGP/SCP Type Services
1. Cumulative Hours This Budget Period 2. Total # Serving This Report Period

= In the “Certifying Official Name” field, click on the down arrow and select
the person that will certify the financial status report. If you need to change
this information, click on the “Edit/Enter Cert Official” button.

Certifications: | certify to the best of my knowledge and belief that this report is correct and complete and that all outlays and unliquidated obligations
are for the purposes set forth in the award documents.

Certifying Offical Hame | Edit/Erter Cert Official Date Report Submitted
Day Phone Title

9. To view and/or print your financial status report, go to the General tab and the
down arrow next to “Run Report.” Select Financial Status Report from this
list. Click on Run Report. To view the Financial Status Report, you must have
Adobe Acrobat installed on your computer. If you would like to save to a disk,
you must have Version 5 or higher. It is not required that you save the FSR report
to a disk.
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10. To submit your financial status report to the Corporation, go to the General
tab and click on the Submit button as illustrated below. Once you submit the
report, you will not be able to make any changes.



4.3 Amending an Awarded Grant

The following instructions assume basic knowledge of eGrants. If this is the first
time you have used the system, go to www.nationalservice/eGrants to access the
eGrants manual and other help resources.

1) Log-on to eGrants using your user name and password. If you have not created
an eGrants user account, go to www.nationalservice.org/eGrants

2) Open the Application for Federal Assistance (SF 424) folder on the eGrants
menu tree. Find the grant you wish to amend.

If the grant that is displayed when you first enter the SF 424 is NOT E——
the grant you wish to amend, use the blue arrow keys at the top of the i 4 » | &
screen to scroll until you find the correct grant.

3) Click on the “Amend Grant” button found at the bottom of the screen.

Create Application | Ertter/Edit Budget | Wetify | Amend Grantk| Rej
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4) A pop-up window will appear. For the Amendment Type, use
the down arrow and select the appropriate amendment type from = mwe [suget revision -
the drop down list. (No-Cost Extension, Budget Revision, or rE—— al
Other.) In the text box, enter the reason you are applying for
this amendment.

. Proceed Close
5) Click on “Proceed.”

6) A new pop-up window will appear informing
you that the amendment application has been
created, and providing you with an
Application ID for that amendment. Make a
note of the new application ID.

7) Click on “OK” and then Click on “Proceed.”

You will now be back at the Applicant tab of the SF 424. The application you
will now see is that of your grant amendment. The status of the application now
reads “Grantee Initial Entry.” Your original grant information will be carried
over. Notice that the type of amendment has been carried over on the right hand
side of the screen, along with the original grant number.
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8) Depending on the type of amendment, go to the appropriate tabs and make your
proposed changes.

9) If you are applying for a budget revision, validate your new budget.
10) Verify your application. Correct any errors.
11) Submit your application

The Status now reads “Submitted to CNCS.” Keep your new Application ID handy
for future reference.
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