ENTITY USERS

Change Request for

Application Submitter ‘€S) JUSTrant:

JUSTICE GRANTS SYSTEM

Overview

Once DOJ initiates a change request, the Application Submitter
receives an email notifying them of the change requested. At this

point, the Application Submitter can open the application from the
worklist and make the requested changes.

In This Guide

This document describes procedures and the step-by-step process
for an Application Submitter to opening the application to make

requested changes, as well as reviewing both the manual and web-
based budget forms.
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1)  Upon receiving an email with |« wueecon
the change request I ottt U ST
information, navigate to My

Worklist.

W '\; J

JusIGHants and make sdits a5

Flease log ino DOJ's JustGrants sysiem at JusticeGrants Syst

2)

Select the Case ID for the
application for which the

) JUSTgrants

oma Welcome justgrants024.applicationsubmitter jgitsext
change request was e m—
niity Users

submitted. Note that the
application must be in
Pending-

(1) WARNING: System Under Construction 12/6120 2:27 PM

nity Documents

polications (@ WsR every F 948 AM
lonitoring
v Worklist

FinancialChangeRequest or IR
Pending-ChangeRequest @
status. .

3) For applications in Pending- s

Financial Change Request
status, select the Budget
Review comments link to view
the directions on requested
edits.
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Application Submitter Opens Application

4)

Review the
Budget Review
comments and
close the
window. The
application
appears.

September 2023

reea BudgetReviewComments - Work - Microsoft Edge — 4 X

(3 https://stage-justgrants.usdoj.gov/prweb/PRAuth/app/JGITS_/3yZ6Bxxi_IpDEXTOTAXnAjz /R AN

Create Date Comments

March 17, 2022 12:58:56 PM EDT Amy Test

NOTE: If changes were requested for the budget, and 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) Upon opening the -
application, select
the Budget and : ]
Associated " .
Documentation e
section.

2) Selecta
subsection to
review.

aaaaaaaaaaaa

3) Within each
subsection, select | | -
the line item, and T
needed. ‘

uuuuuuuuuuuuuuuuuuuu
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Application Submitter Edits Application for Web-Based Budget

4) Select Add Item to ,
add a line item. =

uuuuuuuuuuuuuuuuuuuuuuuu

5) Select Delete Item I - -

tO delete a ”ne o _ccoicn .y R n i
item. Note that the 6
line item to be :
deleted must be
selected before 7
selecting Delete
ltem.

uuuuuuuuuuuuuuuuuuuuuuuuuuuuuuu

6) Enter comments in 1
the Additional - o=
Narrative field
regarding the @ oo —
changes made . e L

7) Select the : L
Consolidated e
Category =
Summary after all

subsections have
been revised.

1300

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

NOTE: 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
Category Summary
to ensure that all
changes have been
accounted for.

9) Select the
Budget/Financial
Attachments
section.

10) Expand the caret
corresponding to the
subsection to be
reviewed, and select
Upload to add any
attachments, if
necessary. Any
attachment can be
edited in this way.

11) Page 10 includes
directions to upload
the attachments

September 2023

@ _.IU"§E rants

<<<<<

nnnnnnnnn

gggggggggg

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

< re-Agreement Cost 1 O T : : nnnnnnn

2G-54061

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

NOTE: Steps to upload attachments apply to any
attachment, not just those related to the budget.
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Application Submitter Edits Application for Budget Attachment
(Manual Budget)

NOTE: These steps occur after opening the application. Steps for opening the
application are located on page 2 of this guide.

1) Select the Budget and eoo

H age ( c-b4b8-42d1-9257-857bdb7810c0 ) EEEIEEITIENEIIEEEIE () oue June 26, 2021 5:15:00 PM EDT )
Associated
Docu mentatio n SeCti O n . d Applicant Information Solicitation Instructions
pportunity

Budget Review comments

ort for Adam Walsh Act
n Grant Program

dentification Number

June 26, 2021 5:15:00 PM EDT

‘mation
er rogram Title
OVW Research and Evaluation Program
brmati
3 Proje roposed Pr
tional Readiness: Formula Template Solicita | 7/24/2020 8/23/2020
Fi Program Income Estimated Funding
1000 0
Funding Participants (7)

M Amy Callaghan

2) Select the Budget and
Financial Attachments rm——
subsection. A list of
subsections for the
Attachments is
displayed.

/ INTIATE

3) Open the accordion.

4)  Select the Upload
button.

5) Go to page 10 for
Upload directions.
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Application Submitter Edits Application for Programmatic

Attachments

NOTE: These steps occur after opening the applications. Steps for opening the
application are located on page 2 of this guide.

1) Select the section to
edit.

2) Edit directly in the text
box if the section
includes a text box.

3) Select Additional
Application
Components.

4) Expand the accordion.

5) Select the Upload
button.

6) Go to_page 10 for
uploading document

instructions.

September 2023

ran > €
Grant Package ( ) Peroma-orarr K]
A The deadline fol pplication has passed
Proposal Abstract

Grant Package ( 00790321 ) EEEIIR () Due March 31, 2023 10:51:00 AM EDT

A The deadline for this application has passed

v Curriculum Vitae or Resumes

‘ Uploag )

‘The recommended files to upload are PDF, Microsoft Word and Excel.

> ntation
MOUs and Other Supportive Documents
» Tribal Authorizing Resolution 3 | ‘Addtional Applcation Components
5 Research and Evaluation Independence and Integrity Statement > Disclosure And Assurances

Other
5 Additional Attachments
Certify and Submit

+ INITIATE COMPLETE AND SUBMIT REVIEW BUDGET REVIEW AWARDPACKAGEREADY

Participants (2)
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1) Select Upload

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

3) Select Attach.

NOTE: Steps to upload attachments apply to any
attachment, not just those related to the budget.
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“The recommended fles to upload ar

aaaaaaaaaaaaaaaaaaaaaa

‘‘‘‘‘‘‘‘‘‘‘‘‘‘
|||||||

AAAAAAA

1) Select the us
Disclosures and
Assurances section.

2) Select each of the s
following

certifications (the
original date of the
certification and the
new date of
certification are
displayed):
« DOJ Standard
Assurances

Grant Package ( 0-7453-486e-9712-cob38dc4578b ) EETITIIEMEITIEETSA (1) Due Octobar 16, 2020 5:18:00 PM EDT

Soliitation!
SL67141

uuuuuuu

‘‘‘‘‘‘‘‘

‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘
ASAP HOLD 1012 TC

SF424 2.1

* DOJ Certification
Regarding
Lobbying

* Declaration and
Certification to DOJ
as to Applicant
Submission

September 2023
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3) Accept the JUSTerants

aSS u ra n Ce by A& Home Grant Package ( ¢-b4b8-42d1-9257-857bdb7810c0 ) Due June 26, 2021 5:15:00 PM EDT

5 Entity Profile VIS 11 LU 1 SULIE Gl S, 61 SULJELL LU 1EVIE U UIE USPal IS I DY 165 LS U1 1S IS S e
Se I eCtI n g th e Enity Users | 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 andior 1621, andior 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). |
B ErlyDrEmes 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
3 Monitoring Signing Date / Time
10112/20 325 PM
fit Federaf
m | acknowledge that a materially false, ficttious, or fraudulent statement (or concealment or omission of a material fact) in this certification, or in the application
ffog. Toggl 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). |
also acknowledge 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
Reconts . Signer ID Change Request

Signing Date / Time Change Request

Grant Package

Grant Package

FY21 LEMHWA Elig
c

NOTE: The original certification is displayed above
the new certification.
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Application Submitter Submits

4)  Select the Certify
and Submit

JUSTgrants _
section after all —g— o :o
the assurances | ...
have been
accepted.

¢ B @

5) Select Submit.
The DOJ staff

member that f— o
requested the o S——
change receives

the application is
re-submitted.
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