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INTRODUCTION

THE USER GUIDE

The Grants Management System (GMS) Financial Status Reports Module for Recipients Guide is designed as
a training and reference tool for users of GMS. This guide provides DOJ recipients with step-by-step, illus-
trated instructions to assist with completing the required quarterly financial reports within GMS and staying
in compliance with the requirements and guidelines of the Office of Justice Programs (OJP) and the Office
on Violence Against Women (OVW).

Annotated figures such as screenshots and diagrams will be displayed with text that provides information
and instructions related to each topic. Referencesinred [e.qg., (fig. 1, A)] correspond with annotations on
the figures. The appendix provides a list of frequently asked questions (FAQs).

WHAT 1S GMS?

GMS is a web-based, data-driven computer application that provides cradle to grave support for the applica-
tion, award and management of grants at OJP and OVW. It consists of several modules that correspond
with different stages of the grant process. GMS interacts with other applications (e.g., the Phone Activated
Paperless Request System, or PAPRS), that also facilitate the grant process.

HELP AND ADDITIONAL RESOURCES

GMS Helpdesk: 888-549-9901 (option 3) or gms.helpdesk@usdoj.gov. The hours of operation are Monday
through Friday, 6:00 a.m. to Midnight, (ET).

GMS Online Training Tool: http://www.ojp.gov/gmscbt/

GMS Training and Technical Assistance: http://www.ojp.gov/training/training.htm

OJP Financial Guide: http://www.ojp.usdoj.gov/financialguide/

OCFO Customer Service: 800-458-0786 (option 2), or ask.ocfo@usdoj.gov. The hours of operation are
Monday through Friday, 8:30 a.m. to 6:00 p.m., (ET).

Post-Award Instructions: http://www.ojp.usdoj.gov/funding/pdfs/post award instructions.pdf
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INTRODUCTION

KEY TERMS

Accrual Basis: The method of recording revenues in the period in which they are earned (regardless of when
cash is received) and reporting expenses in the period when the charges are incurred (regardless of when
payment is made). Each recipient chooses their type of accounting basis (Accrual or Cash). Once the choice
is made on the first SF-425, the type selected is locked for subsequent reports.

Cash Basis: The method of reporting revenues and expenses when cash is actually received or paid out.
Each recipient chooses their type of accounting basis (Cash or Accrual). Once the choice is made on the first
SF-425, the type selected is locked for subsequent reports.

Certification: Online signature by the recipient's Financial Point of Contact (FPOC) when submitting an SF-
425.

Expenditure: For financial reports prepared on a cash basis, expenditures are the sum of cash disburse-
ments for direct charges for property and services, the amount of indirect expense charged, the value of
third-party in-kind contributions applied, and the amount of cash advance payments and payments made to
subrecipients.

For financial reports prepared on an accrual basis, expenditures are the sum of cash disbursements for direct
charges for property and services; the amount of indirect expense incurred; the value of in-kind contribu-
tions applied; and the net increase or decrease in the amounts owed by the recipient for (1) goods and other
property received, (2) services performed by employees, contractors, subrecipients, and other payees, and
(3) programs for which no current services or performance are required.

Federal Financial Report (FFR): The new standard financial reporting form, also known as the SF-425. Fi-
nancial reports are submitted quarterly to provide OJP with up-to-date information on how grant funds are
being utilized. The first reporting period for which recipients are required to submit the SF-425 is October
2009 - December 2009, due January 30, 2010.

Financial Point of Contact (FPOC): The individual within the recipient's organization authorized to submit
financial reports for assigned awards.

Financial Status Reports (FSR): The GMS module used to submit and review federal financial reports
(FFRs).

Indirect Cost Rate: Costs of an organization that are not readily assignable to a particular project, but are
necessary to the operation of the organization and the performance of the project.

Match: The total amount of the recipient's share of the project costs. The match may be either in-kind or
cash. Anin-kind match includes the value of donated services. A cash match includes actual cash spent by
the recipient and must have a cost relationship to the Federal award that is being matched.

Obligation: A legal liability to pay under a grant, subgrant, and/or contract when determinable sums for
services or goods are incurred during the grant period.
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KEY TERMS (CONT.)

Program Income: Gross income earned by the recipient during the funding period as a direct result of the
award. Direct result is defined as a specific act or set of activities that are directly attributable to grant funds
and which are directly related to the goals and objectives of the project. Determinations of direct results will
be made by the awarding agency for discretionary grants and by the State for block/formula subawards.
Fines/penalties are not considered program income. Program income may be used only for allowable pro-
gram expenses.

Programmatic Point of Contact (PPOC): Primary person responsible for pre- and post-award grant activi-
ties.

Project Period: The period for which implementation of a project is authorized. The project period may be
equal to or longer than the budget period for an award, but can not be shorter than the budget period.

Recipient Share: The total amount of the recipient's share of the project costs. Also referred to as a Match.

SF-269a: OMB Standard Form 269A; The form previously used to submit quarterly financial reports. The
SF-269a is only available for reporting periods ending before October 1, 2009.

SF-425: OMB Standard Form 425; The new form used to submit quarterly financial reports. The SF-425is
only available for reporting periods ending after October 1, 2009. The term SF-425 is used interchangeably
with FFR.

Unliquidated Obligation: Debt that has been incurred for the grant, but not yet paid out. On a cash basis,
obligations are incurred but not yet paid. On an accrual basis, obligations are incurred, but the expenditures
have not been recorded. The final financial report should reflect a balance of zero for either accounting ba-
sis.
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How To...
ACCESs GMS

1. Go to https://grants.ojp.usdoj.gov, the GMS Main Page (fig. 1, A).

2. Click the GMS Sign-In button (B) at the bottom left of the screen. The Applicant Sign In screen (C) will
open.

3. Enteryour GMS user ID and password. Click the Sign In button (D).

TIP: For login assistance or a password reset, call the GMS helpdesk at (888) 549-9901 (option 3).

Fig. 1: GMS Main Page and Login Screen

Qf-f'r'c"efdf Justice Programs
= A

Click here for Training Material

[ GMS SiEn-In;

: (GMS Sign-In) [New User? Register Here ([ Home ! |

CApplicant Sign In

User ID:
Password:
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PURPOSE AND POLICY

FINANCIAL REPORTING

In order to monitor the status of funds awarded to a recipient, OJP and OVW require the submission of quar-
terly financial reports. Recipients are required to submit a Standard Form 425 (SF-425) in the Financial
Status Reports (FSR) module in GMS for each grant or cooperative agreement received. The recipient must
report summary information on expenditures, unliquidated obligations, recipient share (match), program
income, and indirect expenses for each quarter of the project period.

WHAT IS THE FEDERAL FINANCIAL REPORT?

The SF-425 was approved by OMB on October g, 2008. It consolidated the following OMB standard forms:
SF-269, SF-269a, SF-272, and SF-272A. Note: OJP and OVW previously used the SF-269a form.

KEY CHANGE FROM THE SF-269A
The SF 425 is very similar to the SF-269a. The key changes to the form are listed below:
e The SF-425 quarterly report is now due 30 days after the end of the reporting quarter; and
e The reporting period end date for a final SF-425 is the end date of the project period.
REPORTING TIMEFRAMES

Recipients are required to submit an SF-425 for each calendar quarter using the FSR module in GMS. Quar-
terly reports are required to be submitted no later than 30 days after the end of each reporting period (see
the chart below). Final reports are submitted no later than go days after the project period end date.

Reporting Period Delinquent After
January 1 - March 31 April 30
April 1 - June 30 July 30
July 1 - September 30 October 30
October 1 - December 31 January 30

—— QMS - Federal Financial Report (SF-425)
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ADDRESSING LATE REPORTS

Failure by a recipient to submit the SF-425 on time will result in an automatic freeze on funds, may affect
future awards, will cause Grant Adjustment Notices (GANSs) to be withheld, and may lead to the suspension
and/or termination of the award.

If delinquent, GMS will automatically generate and send an email notifying the recipient that their funds
have been frozen. Once the recipient submits the overdue financial report, GMS will immediately generate
a GAN to release funds and permit drawdown through PAPRS. PAPRS is the system used by recipients to
request payment of grant funds.

SUBMITTING AN SF-269A VERSUS AN SF-425

Beginning with the reporting period October 1 - December 31, 2009, financial reports for all OJP and OVW
grant and cooperative agreement recipients must be submitted on the new SF-425 using the FSR module in
GMS. The first report using the SF-425 is due January 30, 2010.

Financial Points of Contact (FPOCs) will only submit an SF-269a for
e TheJuly1- September 30, 2009 reporting period due November 15, 2009;
e Allreporting periods ending prior to October 1, 2009; and

e Any reporting period prior to October 1, 2009 that is overdue or needs modification.

F—==\ GMS - Federal Financial Report (SF-425)
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ACCESSING THE SF-425

To create and submit an SF-425, or to view previously submitted SF-425 reports, users must access the FSR

module of GMS.

How To...
ACCESS THE SF-425

1. Loginto GMS. The GMS Home page (fig. 2) will open.

2. Click on the Financial Status Reports link (A) on the sidebar.

Fig. 2: GMS System Home Page

3. The Financial Status Reports Home
page (fig. 3) will open with a summary

list of awards. A link to the SF-425s for ‘—f—'
each award can be found in the Action || ..

Compensaton
| aimies

column (B).

Awards

4. Click on the Financial Status Report
link (C).

Funding
t

| Fnancial statis
| ReJorts

Closeouts 1

1 Reports !

Grant Management System Home

Al procrams you are currently participating in are isted below. To reduce the size of pr’dmfhma Seal ol The Olfice of . ustice Procr
the “ollawing criteria and press the Refresh button.

Year Solicitation

[ =l [l =l Refresh

Offica of Justica Frograms has many othar fundng opportunities tiat you may be sligble for. To review these
oppartunities or to sart a new apalicaton clck or Funding Opparhinities

CVC FY 08 VOCA Vietim Assistance Formula

Year no. Status Correspondence Action

o Applizaton submitted and last updatsd an Ho Messaaes
08/16/2208 View
Cumipuse messaye

2008 | 208-12345-ABCD

CVC FY 02 VOCA Vietim Compensation Farmula

Year | Application No. status Corespondence | Actlon

 Applizaton submitted and last updatzd sn 2 New Messzgeis)
2008 2003-23456-CT-EF 06/2:/20¢ View

Compuse messags

| Profie

CVC FY 07 VOCA Victim Assistance Formula

Year no. status correspol Actlon

1 Change Pesswod |

f Loy off ]

o Applizaton submitted and last updatzd on Hio Messages
07/18/2007 View
Cunipuss nisssays

2007 20J05-34507-GH-1T

Fig. 3: Financial Status Reports Home Page

Grant Management System

| Manage Users

| Applications

Victim
<
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awerd Status:

BJA FY 09 Drug Court Training Initiative

Certification Year Award Number
| Awards
2009 2009-TL-CZ-0039 e Active

Funding

‘ Opportunities

| Grant Adjustments

P
| Grant Monitoring

Year Award Number

Help/Frequently Asked Ouestions

To request assignment and unassignment of awards, please select Manage Assigned Awards.

Status

® Grantee Notified
On 08/02/09

BJA FY 09 Recovery Act Edward Byrne Memorial Justice Assistance Grant Program State Solicitation
Status
# Grantee MNotified

i On 04/25/09 Name: Manager, Grant
Ewvent Planning and 5 N
Even; pla”?'n and 68 TS EI-E-TTIE o Adtive Phone:(202) 555-1234 € Hew Message(s) Financial Status
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FY 09 Recovery Act - Victims of Crime Act (VOCA) Victim Assistance Formula Grant Program
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| Change Password =
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Other:
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5. The Financial Status Reports Handbook (fig. 4) will open and display a list of financial reports for the
award (D).

Note: Different buttons will appear in the Action column of a given report number. A Create button will ap-
pear for a report that has not been created, or has been created, but not yet submitted. An Update button
will appear for the last financial report submitted. The Update button will be active until the due date of the
next financial report, or until the next financial report is submitted, whichever comes first. Recipients may
edit the SF-425 by clicking the Update button. A View button will appear for reports submitted in prior re-
porting periods.

5. Click the Create button (E) for the appropriate reporting period. The SF-425 form will open.

Fig. 4: Financial Status Reports Handbook Page

- FY 09 Recovery Act - Victims of Crime Act

{VOCA) Victim Assistance Formula Grant Program 2009- |

XX-XX-0000

D Financial Status Reports

Financial Status
Reports Handbook

Financial Status Reports
This handbook allows you to complete Financial Status Reports for FY 09 Recovery Act - Victims of Crime Act
(VOCA) Victim Assistance Formula Grant Program.

Help/Freguently Asked
Duestions

For information on previous FSR submissions for this grant, contact the Office of the Chief Financial Officer,
Customer Service Branch at 1-800-458-0786 (press 2)

Financial Status

Reports Home Report | . . ; : B
= Nul:nhergﬂepumng Period Type Report Due Date  Status Last Edited  Action
GMS Home I T I [ [ s, 2 Be
1 Mar 1, 2009-Mar 31, 2009 Regular | May 15, 2009 Submitted | Jul 24, 2009
Log OFf 2 Apr 1, 2009-Jun 30, 2009 Regular. Aug 14, 2009 . Submitted | Sep 24, 2009
|2 Jul 1, 2009-Sep 30, 2009 Regular| Oct 30, 2009 | Submitted | Oct 6, 2009 Update
4 Gct 1, 2009-Dec 31, 2009 Regular| Jan 30, 2010 Sep 14, 2009 E

.....................
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COMPLETING THE SF-425

COMPLETING THE SF-425

Below are some tips for completing and successfully submitting the SF-425.

Plan appropriately to meet any match or cost sharing by the end of the award period, if required
by the terms of the grant.

Report all program income in the final report.

Review the SF-425 to be certain it reflects current and complete information.
Submit the SF-425 on time to avoid the freezing of award funds.

Keep all supporting documentation.

TIP: A question mark icon that links to contextual help appears in several sections of the SF-425.
Clicking the icon opens a pop-up window with instructions relevant to the associated section.

TIP: Ared asterisk indicates a required field. The SF-425 cannot be submitted if these fields are left
blank. A zero may be entered in a required field.

THE SF-425: LINES 1 THROUGH 9
The top portion of the SF-425 (p. 10, fig. 5) consists of general award information.

Line 1: GMS displays the awarding agency to which the recipient submits financial reports.t
Line 2: GMS displays the award number, or grant ID, assigned by the awarding office.t

Line 3: GMS displays the name and address of the recipient organization.*

Lines 4-a and 4-b: GMS displays the recipient's DUNS and EIN numbers.t

Line 5: Enter an internal account or identifying number, if applicable.

Line 6: Click the radio button to answer either yes or no. If the answer is yes, additional fields will
be required for final reports.

Line 7: If the financial report is being completed for the first time, click the radio button to indi-
cate either cash or accrual (see Key Terms, p. 2). If the financial report is a subsequent report,
the radio buttons will not be active. In order to change the basis of accounting after the first re-
port, contact OCFO Customer Service for assistance by phone at 1-800-458-0786 (option 2), or by
email at ask.ocfo@usdoj.gov.

Line 8: GMS displays the project period start and end dates.*
Line 9: GMS displays the reporting period end date.

T Review the information displayed on lines 1 through 4 and on line 8 to ensure accuracy. If any discrepan-
cies are noted, recipients must complete the appropriate GAN within the GMS GAN module in order to
change the data displayed.

—— QMS - Federal Financial Report (SF-425)
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Fig. 5: SF-425 Lines 1 through 9

BJA FY 09 Recovery Act Edward Byme Memorial Justice Assistance Grant Program 3tate Solicitation 2009-xx-xx-0000

Finanzial Status Regorts = |
Financial Status *Requirac
Report Handbook Report Number: 3
@
[5R Details FEDERAL FINAMCIAL REPORT

(Follow form instructionsi

: Previously Submitted l et = R . U.5. Dept. of Justice
i 1 1, Federal Agency and Urgznizationa Elementto whch Keport is Submitted Off ce of Justice Programs (01P)
2. Federal Grant or Cther Iden:ify ng Nunbar Ass gned by Federzl Agercy 012345678
(To repott multiple grants, use FFR attachment)
QJF Recipient
3. Recipiznt Orgarization (hame znd complete address noluding Zip code) 125 Main Street
Grantee, DT 20036-1234
delp/Frequenty Askad Questions 4a. DUNS Nimoer 1000000000
4b, EIN 00-0000000
% 5. Redipiznt Aczount Number or Idenzify ng Nunbzr (
=po :
= (To repott multiple grants, use FFR attachment) 3
SMS Home * 5. Final Report | Ov¥ar @nn
#* : X
_oq OF 7. Bass of Azcounting Cash Accrual
8. Project/Grart Paried From: (Manth, Day, Year) 03/01/2009
T (Monch; Tiay, Year) N2/28/201 3
9. Reperting Period End Date 09/30/2009

(Month, Day, Yzar)

THE SF-425: LINES 10-A THROUGH 10-0
The center portion of the SF-425 (p. 11, fig. 6) is used to report financial information.

Federal Cash
OJP and OVW do not require the recipient to complete 10-a through 10-c. These fields are not active.
Federal Expenditures and Unobligated Balance

e Line1o-d: GMS displays the award amount.

e Line1o-e: Enter the amount of the federal fund expenditures for the reporting period. GMS will
calculate the previously reported and cumulative amounts.

For reports prepared on a cash basis, expenditures are the sum of cash disbursements for direct
charges for property and services; the amount of indirect expenses charged; the value of third-
party in-kind contributions applied; and the amount of cash advance payments and payments
made to subrecipients.

For reports prepared on an accrual basis, expenditures are the sum of cash disbursements for di-
rect charges for property and services; the amount of indirect expenses incurred; the value of in-
kind contributions applied; and the net increase or decrease in the amounts owed by the recipient
for (1) goods and other property received; (2) services performed by employees, contractors,
subrecipients, and other payees; and (3) programs for which no current services or performance
are required.

s 3MS - Federal Financial Report (SF-425) |
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Line 10-f: Enter the cumulative amount of the federal share of unliquidated obligations.

On a cash basis, unliquidated obligations are incurred, but not yet paid. On an accrual basis, the
obligations are incurred, but the expenditures have not yet been recorded. Those obligations in-
clude direct and indirect expenses incurred but not yet paid or charged to the award, including
amounts due to subrecipients and contractors. On the final report, this line should be zero.

Do not include any amount in line 10-f that has been reported in line 10-e. Include the unliqui-
dated obligations that will be expensed by the end of the next quarter. Do not include any
amount on line 10-f for a future commitment of funds (such as a long-term contract) for which an
obligation or expense will not be incurred by the end of the next quarter.

Line 10-g: GMS calculates this field by adding lines 10-e and 10-f.

Line 10-h: GMS calculates this field by subtracting line 10-g from line 10-d.

Recipient Share

—— QMS - Federal Financial Report (SF-425)
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Line 10-i: For a formula award where no match is required, enter zero. If the formula award re-
quires a match, enter the total required recipient share for the grant period specified on line 10-i.
Formula award match requirements are outlined in the solicitation and the approved budget.
The required recipient share should include all matching and cost sharing provided by recipients
and third-party providers to meet the level required by the program. This amount should not in-
clude cost sharing and match amounts in excess of the amount required by the program (for ex-
ample, cost overruns for which the recipient incurs additional expenses and, therefore, contrib-
utes a greater level of cost sharing or match than the level required by the program).

Fig. 6: SF-425 Lines 10-a through 10-0

€ 10. Transactions
Previously Reported This Period Cumulative
{Use lines a-c for single or multiple grant reperting)
Federal Cash (To report multiple grants, also use FFR Attachment):
a. Cazh Recsipts
b, Cash Disbursements
c. Cash on Hand (line 2 minus b)

(Use lines d-o for single grant reporting)

Federal Expenditures and Unobligated Balance:

d. Total Federal funds authorized $6253755.00
* e. Federal share of expenditures $1000.00 55_ | $1000.00
* f. Federal share of unliquidated chligations 5

g. Total Federal share (sum of lines e and f) $1000.00
h. Unchligated balance of Federal funds (line d minus gi $6252755.00

Recipient Share:

* i, Total recipient share required g

j. Recipient share of expenditures £1000.00 5 $1000.00
k. Remaining recipient share to be provided (line i minus j) $-1000.00
Program Income:

|. Total Federal program income earned 5:

m. Frogram income expended in accordance with the deduction
alternative

n. Program income expended in accordance with the addition
alternative

o. Unexpended program income (line | minus line m or line n) $0.00
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For a discretionary award requiring a match, GMS displays the match amount on the recipient's
most recent Financial Clearance Memorandum (FCM) or the most recent budget modification
GAN.

If this is a final report for a formula or discretionary award, depending on the program require-
ments, the final match amount may be a percentage of the total project costs (10-g plus 10-j) or
the federal award amount, or as approved per the FCM issued by OFCO.

Line 10-j: Enter the recipient share of expenditures for this period in the This Period column. En-
ter the recipient share of actual cash disbursements or outlays, (less any rebates, refunds, or
other credits), including payments to subrecipients and contractors. This amount may include
the value of allowable, third party, in-kind contributions and recipient share of program income
used to finance the non-Federal share of the project or program. GMS will calculate the previ-
ously reported amount from the prior reports submitted. GMS will calculate the Cumulative col-
umn by adding the Previous Reported amount to the This Period amount.

Note: Line 10-j should match 10-i. In certain circumstances, 10-j can be greater than 10-i.

Line 10-k: GMS calculates this field by subtracting line 10-j from line 10-i.

Program Income

——————GMS - Federal Financial Report (SF-425)
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Line 10-l: Enter the amount of federal program income earned this period. Do not report any
program income that is being allocated as part of the recipient's cost sharing amount included in
line 10-j.

Line 20-m: OJP and OVW do not require the recipient to complete this field. This is not an active
field.

Line 10-n: Enter the amount of program income that was added to funds committed to the total
project costs and expended to further eligible project or program activities for this period.

If this is a final report, this field is required. A zero may be entered.
Line 10-0: GMS calculates this field by subtracting line 10-n from line 10-I.

Note: If the report to be submitted is the final SF-425, the Program Income section must be com-
pleted.



THE SF-425: LINES 11-A THROUGH 11-G

Lines 11-a through 11-g (fig. 7) are used to report Indirect Expenses. Recipients should refer to the ap-
proved budget in the application, and the approved indirect cost rate from the federal cognizant agency for
the information to be entered on lines 11-a and 11-b. If no indirect cost rate is being charged to the grant,
select Not Applicable from the dropdown menu for column 11-a.

Indirect Expenses

e Line 11-a: Select the applicable indirect expense rate from the dropdown menu. Note: If Not Ap-
plicable is selected, proceed to line 12.

e Line 11-b: Enterthe indirect cost rate in effect during the reporting period.
e Line11-c: Enter the beginning and ending effective dates for the rate.

e Line 11-d: Enter the amount of the base against which the rate was applied during the reporting
period.

e Line 11-e: GMS calculates this field by multiplying lines 11-b and 11-d. The total is the amount of
indirect costs charged during the time period specified.

e Line 11-f: Enter the dollar amount of the federal share. For each indirect expense rate, the fed-
eral share cannot exceed the amount charged.

e Line11-g: GMS calculates the total of the Amount Charged column and the Federal Share col-
umn.

Fig. 7: SF-425 Lines 11-a through 11-g

€ = 11, Indirect Expense

c. Period

a. Type of Rate b, Rats d. Base g. Amount Charged f, Federal Share
Fram To

| Mot Applicabls +| | fog || | j i ¢ : $0.00 !

._Nat_Ap_p_Iice_an_e__ V_f : |7 , I I 5 [ 50.00 5

g. Totals £0.00 £0.00
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THE SF-425: LINE 12 THROUGH THE AUDIT TRAIL

The bottom portion of the SF-425 (p.15, fig. 8) provides an area for recipient remarks, displays the FPOC's
information, and the certification to which they attest when submitting the SF-425. Additional features in-
clude attachments, action buttons, and the audit trail associated with the current SF-425.

F—==\ GMS - Federal Financial Report (SF-425)
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Line 12: Enter remarks deemed necessary to further explain the financial information provided in
the report. Recipients may also attach supporting documentation in the Attachments section.
This field is generally optional, but may be required by the awarding agency.

Line 13: GMS displays the certification made by the FPOC at the time the SF-425 is submitted.
By clicking the submit button, the FPOC certifies that the report submitted to OJP is true, com-
plete, and accurate, and that the FPOC understands that any false, fictitious, or fraudulent infor-
mation may subject the FPOC to criminal, civil, or administrative penalties.

The FPOC's name and contact information is listed in this section. The information should be re-
viewed for accuracy. If corrections are necessary, the FPOC should make the changes on their
profile.

GMS will populate the Date Report Last Submitted once the FPOC submits the SF-425.
Line 14: GMS displays the OJP vendor number.

Attachments: Upload any documentation that supplements the information provided on the SF-
425. Thisis an optional field.

Audit Trail: Lists all actions taken by any user that logs in to GMS and accesses the SF-425.
Actions: Click on an action button described below.

e Save: Click to save the information entered on the SF-425 as a draft without submitting the
report.

e Submit: Click to submit the completed SF-425to OJP or OVW.

e Cancel: Click to cancel. No information will be saved if this button is clicked.



Fig. 8: SF-425 Lines 12 through the Audit Trail

€ 12 Remarks: Attach any explanations deemed necessary or information required by Federal sponsoring agency in compliance with governing legislation.

& 13 certification: By signing this report, I certify that it is true, complete, and accurate to the best of my knowledge. I am aware that any false, fictiticus,; or
a !
fraudulent information may subject me to criminal, civil, or administrative penalties. (U.5. Code, Title 218, Section 1001)

* Prefix

Prefix (Other) | |

* First Name | |

Middle Initial I |

* Last Mame | |

Suffix

Suffix (Other) '| |

* Title | |

= —
* Telephone (Area code, number and extension) il |:| I | - | | Ext. |

* E-mail Address | |

Date Report Last Submitted
14, Agency use only
QIP Vendor Mumber

Attachments:
\rione
[ Add Attachment ]
\Actions:
[Save] ’ Subrnit ] [ Cancel ]
Audlt Trail:

Description: [ Role: User: Timestamp: Mote:




16

SUBMITTING AN SF-425

How To. ..

SUBMIT AN SF-425

1. When all information has been entered on the SF-425, click the Submit button (fig. 9, A).
2. Asystem message (fig. 10, B) will confirm that the report was successfully submitted.

3. Thereport's status will now be displayed as Submitted (fig. 11, C) in the summary list.

Fig. 9: Attachment Section of the SF-425

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

,'Bflttachmerlts:
None [ AddAtachment |
Iactions:

(A Lo
Audit Trail:

Description: Faole: Uzer: Timestamp: Mote:

Fig. 10: System Message Confirming SF-425 Submitted

Financial Status Reports

Your Financial Status Report has been successfully submitted, You will be able to modify and re-submit this FSR until the next Reporting Period End
Date has passed. However, you can log in any time to view the information.

You will be contacted by OC Customer Service if any other action is required by you.
Fig. 112: Financial Report Summary List
1 Mar 1, 2009-Mar 31, 2009 Regular May 15, 2009 C Submitted

s 3MS - Federal Financial Report (SF-425) |
I



OJP REVIEW OF FINANCIAL REPORTS

The assigned federal grant manager and the Office of the Chief Financial Officer (OCFO) will review financial
reports when submitted, or as part of regular monitoring activities. If issues or errors are identified during
the review process, either the grant manager or OCFO representative may contact the recipient directly and
request that changes be made to the submitted SF-425. In some cases, OCFO may edit the report them-
selves. If OCFO completes edits to report, GMS will send an email to the FPOC notifying them that the sub-
mitted SF-425 has been modified. The change will appear in the audit trail of the report.

Because the information submitted in the final SF-425 directly impacts the final financial reconciliation and
closeout process, OCFO can return the final SF-425 to the recipient through GMS (referred to as a change
request) and request modifications, clarification, and/or additional documentation.

When the final SF-425 is change requested, the FPOC will receive a notification from GMS. The report's
status will be displayed as Change Requested (fig. 12, A) on the Financial Status Reports list.
How To...

RESUBMIT A CHANGE REQUESTED SF-425

1. From the Financial Status Reports Handbook page (fig. 12), click the Update button (B) to access the
change requested SF-425. Edit the report as requested.

2. When all edits are complete, click the Submit button (p. 16, fig. 9, A).

3. Asystem message (p. 16, fig. 11, B) will confirm that the report was successfully submitted. The re-
port's status will now be displayed as Submitted in the summary list (p. 16, fig. 11, C).

Fig. 12: Financial Status Reports Handbook

.; BJA FY 0S Drug Court Training Initiative 2009-xx-xx-0000
‘

Finandal Status Reports f )
Financial Status Financial Status Reports
Reports Handbook

This handbook allows you to complete Financial Status Reports for B1A FY 09 Drug Court Training
Initiative.

HelpFrequently Asked

For information on previous FSR submissions for this grant, contact the Office of the Chief Financial Officer,

Questions
Customer Service Branch at 1-800-458-0786 (press 2)
Financial Status
Reports H = = : ;
ERGrE Home ﬁ:&obr;r Reporting Period Type ReportDueDate S++'=  LastEdited Action
GMS Home 1 Jul 1, 2009-Sep 30, 2009 Regular| O 30, 2009 s A ted| Sep 29, 2009 [View

Log Off | . . % Change
|2 Oct 1, 2009-Dec 31, 2009 Final lan 30, 2010 Requested Mow 10, 2009 | Update B

*The Final Report Due Date is based on the Grant Period End Date + 90 days.

s 5MIS - Federal Financial Report (SF-425) |
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PRINTING AN SF-425

There are two methods for printing a copy of the SF-425:
e Using a web browser's print function, or
e Using Adobe Acrobat's print function.

Prior to submitting the SF-425, use the print feature within the web browser to print a draft of the report.
Once the SF-425 has been submitted, use the Previously Submitted Reports link on the FSR Details page
to access and print a PDF version of the report.

Fig. 13: The Financial Status Reports Handbook

BJA FY 09 Recovery Act Edward Byrne Memorial Justice Assistance Grant Program State Solicitation 2009-xx-xx-0000

Einancial Status Reports

Financial Status Financial Status Reports
Reports Handbook

This handbook allows you to complete Financial Status Reports for BJA FY 08 Recovery Act Edward Byrne Memorial Justice Assistance Grant
Program State Solicitation.

Help/Frequently Asked Questions

For information on previous FSR submissions for this grant, contact the Office of the Chief Financial Officer, Customer Service Branch at 1-800-

: : 458-0786 (press 2)
Financial Status :

Reports Home
Report

R firaber Reporting Period Type Report Due Date | Status Last Edited ction

Loq Off 1 Mar 1, 2009-Mar 31, 2009 Regular May 15, 2009 .Subm\tted. Jul 24, 2009 |
z Apr 1, 2009-Jun 30, 2009 . Regular Aug 14, 2009 . Submitted | Sep 23, 2009 A
3 |3ul 1, 2009-Sep 30, 2009 Regular Oct 30, 2009 [ Submitted | Sep 28, 2009
4 |Oct 1, 2009-Dec 31, 2009 Regular | Jan 30, 2010 [ Sep 14, 2009
5 |Jan 1, 2010-Mar 31, 2010 Regular Apr 30, 2010 Sep 14, 2009 :
6 |Apr 1, 2010-Jun 30, 2010 [ Regular Jul 30, 2010 [ . Sep 14, 2009

How To. ..

PRINT A DRAFT SF-425 USING THE WEB BROWSER'S PRINT FUNCTION

1. Navigate to the Financial Status Reports Handbook (fig. 13). Note: Review pages 6 - 7 for instructions
on how to access a financial report.

2. Click the Action button (A) associated with the financial report to be printed. The draft report will be dis-
played on the FSR Details page (page 19 fig. 14, B).

From the dropdown menu of commands at the top of the browser, select File > Print (p. 19, fig. 15, D).

4. The printed report will look like the online SF-425 form as it appears on pages 9 - 15 of this guide.

s 3MS - Federal Financial Report (SF-425) |
I I
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Fig. 14: The FSR Details Page

Financial Status Reports - Windows Internet Explorer

GMS URL

2 2

a3

Fila Edit iew Favoritas Taols

Halp

Ve dir |@Fman<ualscatusneports

G- 8 ek - |5k Page = {7 Tools -

ESR Details

Previousl

Submitted |

C

Help/Freguently Asked Questions

Financial Status
Reports Home

GMS Home

Financial Status Reports

B.JA FY 09 Recovery Act Edward Byrne Memorial Justice Assistance Grant Program State Solicitation

Financiz is *Required
Report | ok Report Number: 3
&

| FEDERAL FINANCIAL REPORT

(Follow form instructions)

| 1. Federal Agency and Crganizational Element to Which Report is Submitted

| 2. Federal Grant or Other Identifying Number Assigned by Federal Agency
| (To report multiple grants, use FFR attachment)

| 3. Recipient Crganization (Mame and complete address including Zip code)
|

U.Z. Dept. of Justice |
GCffice of Justice Programs (O1P)

2009-AB-CD-0416

OJF Recipisnt
123 Main Strest, Ny
Washington, DC 20036

|4a. DUNS Number
4b. EIN

| 5. Recipient Account Mumber or Identifying Number
| (To report multiple grants, use FFR attachment)

| * &, Final Report

012345678

01-456789 |

@ No
Log Off (el - | ¢ cash Accrual
=_E. Proj_e:t/Grant Period From: Sfﬂunth_, Da_\(,"YeaEJ J |03/01/200%9 '
|_ To: (Month, Day, rear) 02/28/2013 |
e e e
Fig. 15: Web Browser Print Function
e ——
B &
&)~ |©
. Edit  Wiew  Favaritas  Tools  Help
e Tab Cerl+ T
Flanwe Windaw Cerl+ 1
Cipan... Cerl+ 0
Editwith Idicrasaft Opan XML Convearter
Savads..
Closa Tab e+
Fagea Setup...
| Pr Ctri+
1
Frint Praviaww...
Sand b
Impart and Export...
Fropartias
Waorl: Offlina
Exit
L " |

e, MIS - Federal Financial Report (SF-425) |
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How To...

PRINT A SUBMITTED SF-425 USING ADOBE ACROBAT

1. Navigate to the Financial Status Reports Handbook (fig. 16). Note: Review pages 6 - 7 for instructions
on how to access a financial report.

2. Click the View or Update button in the Action column (fig. 16, A). Note: Submitted reports will have an
Update or View button in the Action column.

Fig. 16: The Financial Status Reports Handbook

-$ BJA FY 09 Recovery Act Edward Byrne Memorial Justice Assistance Grant Program State Solicitation 2009-su-ss-o019

Einancial Status Reports

Financial Status Financial Status Reports

Reports Handbook
This handbook allows you to complete Financial Status Reports for BJA FY 09 Recovery Act Edward Byrne Memorial Justice Assistance Grant
Program State Solicitation.

Help/Frequently Asked Questions

For information on previous FSR submissions for this grant, contact the Office of the Chief Financial Officer, Customer Service Branch at 1-800-

y » 458-0786 (press 2)
Financial Status

Eeports Home

'-Repnrt : 3 | | ‘
'Reporting Period T 'Report Due Date | Status Last Edited
GMS Home |Humber R L kEEE |
i Mar 1, 2009-Mar 31, 2009 Regular May 15, 2009 Submitted | Jul 24, 2009
Log Off ! e L | i
2 Apr 1, 2008-Jun 30, 2009 Regular Aug 14, 2009 Submitted | Sep 23, 2009
3 Jul 1, 2009-Sep 30, 2009 Regular Oct 30, 2009 Submitted | Sep 28, 2008 Update
4 Oct 1, 2009-Dec 31, 2009 Regular | Jan 30, 2010 Sep 14, 2009
5 Jan 1, 2010-Mar 31, 2010 Regular Apr 30, 2010 Sep 14, 2009
6 —\prl 2010-Jun 30, 2010 Regular Jul 30, 2010 Sep 14, 2009

3. The report will open in a browser window (p. 19, fig. 14). Click on the Previously Submitted Reports
link (fig. 14, C) from the sidebar.

4. The Previously Submitted Reports detail page (fig. 17) will open. Click on the appropriate number link
in the Previous Versions column (C).

Fig. 17: Previously Submitted Reports Detail Page

BJA FY 09 Recovery Act Edward Byrne Memorial Justice Assistance Grant Program State Solicitation 2009-su-8s-0018

Financial Status Reports
Financial Status Previously Submitted Financial Status Reports

Report Handbook
Click on the link to get more details about this submitted FSR.
T e ]
‘ ESR Details |
Report Number: 3 )
Previously Submitted B Previous Versions Date
RECOMS 2ot ichE et 1 =5
3 09/28/2009
2 C 09/28/2009

09/24/2009

[

Help/Frequently Asked Questions

Financial Status
Reports Home

GMS Home

Log Off

I sss—.  OMIS - Federal Financial Report (SF-425) |
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Click the Open button (D).

© N owun

(fig. 19, E).

An Adobe File Download dialog box (fig. 18) will appear with options to either Open or Save the report.

The report will open in an Adobe Acrobat window (fig. 19).
From the dropdown menu of commands at the top of the application window, select File > Print

9. The resulting report contains the identical information that the online SF-425 does, but is displayed in a

printable, black and white format (p. 22, fig. 20).

Fig. 18: Adobe File Download Dialog Box
File Download

Do you want to open or save this file?

Mame: SF269_2009-5U-B3-0019_1.pdf
Type:  Adobe Acrobat Document, 4. 87KB

From;  ojprdowebd 1w ojp. usdoj. gov

D|

Open ][ Save ]L Cancel |

While files fram the Internet can be uzeful, zome filez can potentially

I-gl harm your computer. |f you do not trust the zource, do not open or
= save this file. What's the risk?

Fig. 19: The SF-425in Adobe Acrobat and Adobe Print Function

B 5F;25 [1].pdf- Adobe Acrobat Professional

Fil= Edit View Document Commants Forms Tools Advanced Window Help

@ Forms "_? Revigw & Comment

t: Create PDF - 53 Combing Files - @ Export ~ @ Start Meeting ~ iﬁ Secure T ﬁsign T
' i ) K

[1]re & ® 0% -0

=

FEDERAL FINANCIAL REPORT
(Follow form instruction)

1. Federal Agency and Organizational Element
to Which Report is Submitted

U.S. Dept of Justice Office of Justice Program XX-XX-0000

2. Federal Grant or Other Idenfifying Number Assignad by Federal Agancy
(To repert multiple grants, use FFR Aftachment)

Page of

g acidress Including Zip code)

Dlooioiont ool e Jhlore o ond ~eranis
A SF425 |1)|.pdf- Adobe Acrobat Professional

———==\ o aMS - Federal Financial Report (SF-425)

418 Edit “iew Document Comments Forms Tools
| Open.. ctrl+ 0
Organizar 3 5. Recipient Account Number or Identifying Number 6. Report Type 7. Basis of Accounting
= {To report mulfiple grants, use FFR Attachment) Quartely
i | EreateEE .S O semi-Annual
- ineFi O Annual
45 Combin=Files... O e K Casn O Accrual
5] Start Lleeting... )
B 9. Reporting Period End Date
To: (Month, Day, Year)
02/28/2013 09/30/2005
Save As... e RN _.
ﬁ‘ Save as Cartifiad Document...
,‘;qj Export 4
Attach to Email...
Close Crrls
Proparties CtrieD
Print Setup. . E Shifts Ctrl+ P
=i Brint... CtrisP
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Fig. 20: SF-425in PDF Format

FEDERAL FINANCIAL REPORT

(Follow form instruction)

1. Federal Agency and Organizational Element 2. Federal Grant or Other Identifying Number Assigned by Federal Agancy Page of
to Which Report is Submitted (Toreport muttiple grants, use FFR Attachment)

U.S. Department of Justice 2008-XX-XX-0000 | 1 |
3. Recipient Organization (Name and complete address Including Zip code)

Recipient Organization Name

123 Justice Ave. Ste 00, Washington, DC 00000
4a. DUNS Number 4b EIN 5. Recipient Account Number or Identifying Number 6. Report Type 7. Basis of Accounting

(To report multiple grants, use FFR Attachment) Xl Quartely
998989999 98-9990999 123 g iz;ﬂdﬁ”ﬂua\
O Final Cash [ Accrual

8. Project/Grant Period
From: {Month, Day, Year) To: {Month, Day, Year)
07/01/2009 06/30/2012 08/30/2009

9. Reporting Period End Date

10. Transactions

Cumulative

{Use lines a-c for single or multiple grant reporting)

Federal Cash (To report multiple grants also use FFR Attachment):

a. CashReceipts

b. Cash Disbursements

¢. Cash on Hand {line a minus b)

{Use lines d-o for single grant reporting)

Federal Expenditures and Unobligated Balance:

d. Total Federal funds authorized

test

$ 100,000.00
e. Federal share of expenditures $ 10,000.00
f. Federal share of unliquidated obligations $ 0.00
g. Total Federal share (sum of lines e and f) $ 10,000.00
h. Unobligated balance of Federal funds {line d minus g) $ 90,000.00
Recipient Share:
i. Total recipient share required $ 000
] wre of expenditures $  15,000.00
k it share o be pr 1 (line 1 minws |) -5 15,000.00
Program Income:
|. Tatal Federal program income samed % 15,000.00
m. Programincome expended in accordance with the deduction allermative
n. Frogram income expended in accordance with the addition altemative s 0.00
o, Unaxpes jram incoma {hng | rminus e m or ing n) $  15000.00
11. Indirsct a Typa b Rate ¢ Period From Period To d Besa & Amount Chargad f Federal Share
Expense [ 5 0% D72008 018172010 § 100,000 00 $ 500000 § 100000
g Totals F100,00000 $ 500000 $1,00000
12, Remarks Attech any explanations deemed necessary or information required by Federal sponsoring n(l-.r.ll:u‘ 1 compliance with goveming legiskation

13. Certification: By signing this report, | certify that it |s true, complete, and accurate to the best of my knowledge. | am aware that
any false, fictitious, or fraudulent information may subject me to criminal, civil, or administrative penalities. (U.8. Code Title 18, Section 1001)

a Typad or Printed Mame and Titls of A

Recipient Contact Name, Title (000) 000-0000

d Email address

name@email.com

& Telephone (Area code, number and exdension)

b Signature of Authonzed Cerifiing Offiicial & Date Report Submitted (Morth, Day, Year)

09/28/2009

14. Agency use only:
OJF Vendor Number: 9999999999

Standard Form 4
Approval Numbs
Expiration Date: 10/

OMBE
0061
1

Paperwork Burden Statement

According to the Papenwork Reduction Act

number for this information cal i5 0348-0061. Public reporting burden for this collection of information is estim

searching existing data source enng ard maintaining th ta needed, and completing and reviewing the collection of information. Send comments regarding the bu

aspect of this collection of information. Including suggestons far ing this burden, to the office of Management and Budget. Paperwork Reduction Project (03448-0060)
—— — E— —

5, g

on

Washington,
—

AIEWINgG ins:
timate or any ottr

as amended, no persons are required to respond to a collection of infarmation unless if displays avalid OMB Control Number. The valid OME control
to average 1.5 hours per response, incuding time for

tructicns

DC 20502

Printed by GMS on_11/10/2009 0627 PM

s 3MS - Federal Financial Report (SF-425) |




23

ASSIGNING THE FPOC ROLE

Before an award can be accepted, the Programmatic Point of Contact (PPOC) must assign a Financial
Point of Contact (FPOC) for the award in GMS. This step should be completed during the acceptance proc-
ess, before the award documents are downloaded.

How To...
ASSIGN AN FPOC

1. From GMS Home, click on the Awards link (A) on the sidebar.

2. The GMS Awards Home page (fig. 21) will open. A list of awards associated with the user currently
logged in will be displayed. Click on the View Award Instructions link (fig. 21, B) in the Action column
for the appropriate award.

3. The Award Instructions page (fig. 22) will open, and a system message (fig. 22, C) will advise that an
FPOC designation must be submitted before the award package can be accessed.

‘ Victim

Compensation
Certification

Eunding

Reporting

Reports

Closeouts

Brofile

Manage Users

i Applications

| Opportunities
Grant Adjustments

Grant Monitoring

|

[

|

‘ Event Planning and
‘ Financial Status

|

|
; Reports
[

Fig. 21: GMS Awards Home

Grant Management System Awards Home

BJA FY 07 Project Safe Neighborhoods Anti-Gang Training Program

Year Award Number Status Grant Manager
+ Grantes Notified
On 07/27/09 Hame: GrantiManager
2009 2009-AB-CD-0416 * Active ﬁg;rel
Other:
BJA FY 09 Tribal Courts Assistance Program
Year Award Number Status Grant Manager
» Grantee Notified
On 07/20/09 Name: Grant Manager
2009 2009-CD-EF-1011 R + Active Ezslne:
Gther:

Correspondence

B

19 MNew Message(s]

Financial Status
Reports (SF-
269a)

Compose message

Grant
Monitoring

Closeout

Correspondence Action

View Award
Instructions

T Financial Status
Compose messaqe
Grant
Monitoring

Closeout

Awiard

Award Handbook

‘ Financial Point of
Contact |

! Designation |

Awiard Instructions

! Acceptance |
| Instructions |
[ ]
L =

ACH Information |

GMS Award Home

Log Off

BJA FY 09 Recovery Act Edward Byrne Memorial Justice Assistance Grant Program State Solicitation 2009-su-89-0019 2009-XX-XX-0000

Fig. 22: Award Instructions Page

Award Instructions

The FPOC designation must be submitted before the Award Package can be accessed. To submit the FPOC Designation, please select theI C

Financial Point of Contact Designation link.

Help/Frequently Asked Questions

Please follow these links to access important OIP instructions

1. QIP Financial Guide
2. 0IP Post Award Instructions

Supplement Number '.Award Package

00 | Award Document

———==\ o aMS - Federal Financial Report (SF-425)
I
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4. Select the Financial Point of Contact Designation link (fig. 23, D) from the sidebar.

5. Ifan FPOC has been registered for previous awards, the PPOC will be able to select that FPOC's name
from the Financial Point of Contact dropdown and click the Load POC button (fig. 23, E). The required
fields on the page will be populated using contact information on file for the selected FPOC.

6. Ifthe useris afirst-time recipient, the required FPOC fields must be completed before clicking the Sub-

mit button.

7. After completing the FPOC designation, click on the Award Instructions link (fig. 23, F) to download the

award documents.

Fig. 23: Financial Point of Contact Designation

Award

Award Handbook

Financial Point of

BJA FY 10 Soliciled 2009-XX-XX-0000

The FRGC designation must be submitted before the Award Paclkage can be accessed.

Please select an existing Point of Contact (FOC) to serve as the Financial Point of Contact (FFQC) for this award. Alternately, you may desionate a new FFOC by entering
T = I s

D

Contact

Designation ‘Available Financial Point of Contacts

lete the registration process.

] S

| 2 = nee |
| & F ions ‘

Frefix:
| Prefix (Other):

—
| ACH Information } *FPOC First Name:

Help/Frequently Asked Questions R el

FFPOC Last Name:
GMS Award Home

s Suffix:
' Suffix (Other):
Title:
Address Line 1:
Address Line 2:
City
County:
State:
| Zip Code:
Phone Number:
Fax Number:
*FPOC E-mail Address:

*Confirm FPOC E-mail Address:

1]
=
Q
w0
@
o
o
g
o

L‘J

- Not Selected - ﬂ

LT ]

Meed help for ZIP+42

| exe: | |

|
|
|
|
|
|
| —~Not Selected -
|
|
|
|
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CHANGING THE FPOC

After an award has been accepted, the PPOC may wish to change the FPOC. There are various options for
changing the FPOC assigned to an award:

1. The PPOC can assign the FPOC role to an existing GMS user with an FPOC profile;
2. The PPOC can assign themselves the role of FPOC;
3. Anindividual can request the FPOC role for an award after registering as a new GMS user; or

4. The PPOC can assign the role of FPOC to an individual who has not yet registered in GMS.

How To...
CHANGE THE ASSIGNED FPOC

1. Loginto GMS as the Programmatic Point of Contact (PPOC).
Click on the Manage Users link (fig. 24, A) on the sidebar.

2
3. Select the Manage FPOC link (fig. 25, B) to display a list of existing Financial Points of Contact.
4. Click onthe Name link (fig. 25, C) for the selected FPOC.

Fig. 24: GMS Home

C—1A

applications

| Victim ‘

Compensaton 1
| Certification !
! Awvards ‘
| Funding ‘
| oOpportunities |

Grant Management System Home

All procrams you are currently parsicipating in ae isted below. To reduce the size of pro{Oficia Sesl of The Office of .ustice Pro]

the “ollawing criteria and press the Refresh button.

Year Solicitation

All il Al

Office of Justica Frograms has many other fundng oppertunities that you may bs sligbla for. To review -hesa

appartinities or ta start a new apalicaton clek ar Funding Oppartinities

CVC FY 08 VOCA Victim Assistance Formula

Refresh

Year Application No. Status

Correspondence Action

| Grant Monitcring |

Grant Adjustmerts |
e

| Erancial stats |
| Redorts |

& Applizaton submitted and last updatzd on

2008 | 2008-12343-AB.CD 08/16/230€

Mo Messages

Cumpuse messaye

CVC FY 08 VOCA Victim Campersation Formula

Year Application No. Status

correspondence Actlon

! Closeauts 1

! Redorts 1

e Applizaton submitted and last updatad on

2008 2008-23456-CL-EF 06/2/200€

2 Mew Messzge(s)

Cumpuss msssays

! Profie }

OVC FY 07 VOCA Victim Assistance Formula

I Change Pzssword |

Year Application No. status

cotrespondence Actlon

! Luy off |

& Applizaton submitted and last updatzd on

2007 | 2008-34567-GH-LT 07/18/2007

Ho Messages

Cumpuss nisssays

Fig. 25: Manage Users Screen

— G

Manage Users

i Pending Registration !

I Manage FPOC I B

l Create FPOC !I

GMS Home

Log Off

: Grants Management

Name Organization Name
FPOC Name 1 Department of Justice
FPOC NAME 2 Nenartment of Justice

FPOC Name 3 c rtment of Justice

Phone Number Status Updated Date v
000-000-0000 Inactive
000-000-0000 . Active 10/30/2009
000-000-0000 Inactive 10/30/2009
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5. The profile information for the selected FPOC and a list of all awards associated with the recipient (fig.

26) will be displayed.

each of the desired award(s).

To assign an award to the selected FPOC, choose Assigned in the Status dropdown menu (fig. 26, D) for

7. Click the Submit button (fig. 26, E) at the bottom of the screen. When prompted, click the Yes button

to confirm the action.
A system message will indicate

that the action is complete.

Fig. 26: FPOC Profile Page

Manage Users

I Pending Registration

Manage FPOC Your Org

Award

unassign

Please view the user profile information for the registration FPOC to ensure it is accurate.

I FPOC Profile
Date Registered:

11/30/2007
anization Name:

Name: Mr.FPOC Name
I Create FPOC | [itle: Grants Manager
Address: 123 Justice Street
Washington, DC 00000
GMS Home
Phone Number: 000-000-0000
Log Off Fax Number: 000-000-0000
E-Mail Address: email address@address.com
User ID: UserID123

The registering FPOC has requested permission to administer the following award(s) for your organization. If you wish to deny the
registering FPOC access to one or mere of the requested awards you may select Denied frem the drop down list. To approve a FPOC's
request for access to an award select Assigned. This will allow you the ability to approve a FPOC for a portion of the awards they have
requested permission to administer while denying them permission for others.

Requested Awards (Pending and Denied)

Programmatic Point of Contact

Nimiber Project Title

2003-

f;;f XX state Distance Learning Project ?’!Sasr?)ggurbsﬁéggé
{0000 name@amail.com
2004-

f;’gf‘ i FY 2004 Enforcing Underage ggasr;g&;b%gga
'ODDO Drinking Laws Grant Program name@email.com
E?Qg_s—xx Byrne Justice Assistance Grant (S;;r;aﬂg;g._;r;gt
oopg |Predram name@email
2005-

:S?_S XX | Residential Substance Abuse ?ﬂsasr;gggbijrggtu
0000 Trsdtment name@email.com

Listed below are all awards for which you are the programmatic peint of contact, within your organization, that are currently active and
require Financial Status Reports to be submitted. All currently assigned FPOCs are also listed for each award. You may assign any of
these awards to the registrant to administer by selecting Assigned from the drop down list.

Available Awards

Award  Project Project
Per Programm. n' f tact
Humber Title aricd Pariod T, [|Fo9ramMAtic Point of Contac
From
Recovery
Act
2009- 37?" Manager, Grant
KK-XK= n':a::;" 05/01/200%  04/30/2011 |(555) 000-0000
il
o000 Women namegemail.com
Grant
Program
2009 Manager, Grant
XX-XX- |Project | 07/01/200% | 06/20/2012 {555} 000-0000
0000 name@email.com

Listed below are all the awards for which you are the Programmatic Point of Contact, within your organization, that are currently active
and require Financial Status Reports to be submitted and are assigned to the current Financial Point of Contact, All currently assigned
FROCS are listed alang with the award information. You may rémave the current FPOCS access to thess awards at anytime by selecting

from the drop down list and selecting submit.,

Assigned /==

Department of Justice

Current Financial Point of Contact
Manager, Grant
(555) 000-0000 D
name@email.com

Assigned

Manager, Grant
(555) D00-0000
name@amail.com

Denied

Manager, Grant
(555) D00-0000
name@email.com

Denied

Manager, Grant
(555) D00-0000
name@amail.com

Denied

Current Financial Point of Contact Status

Manager, Grant
{555} 000-0000
nameg@email.com

Manager, Grant
{555) 000-0000
name@email.com

Manager, Grant
{555) 000-0000
namedemail.com

s 3MS - Federal Financial Report (SF-425) |



How To...

ASSIGN THE PPOC AS THE FPOC
1. Loginto GMS as the Programmatic Point of Contact (PPOC).
2. Click on the Manage Users link (fig. 27, A) from the sidebar.

Fig. 27: GMS Home Page and FPOC Registration Screens

procrams you are currently parsicipating in ate isted below. To reduce the size of proOficia Seal o The Olfice of ustice Prog]
e “ollowing criteria and press the Refresh button.

Applizations
Year Solicitation
| Victim |A\| ;I |AI d Refresh

| Compensaton

| Certification Qffice of Justica Frograms has many other fundng epportunities that you may be eligble for, To raview these

[ appartunities or ta start & new apalicaton ol ck ar Funding Oppartnities

Awards
|' Funding CVC FY 08 VOCA Victim Assistance Formula
Ii » Applizaton submitted and last updatzd on No Messages
Grant Adjustmerts 2008 | 0812345 ABCD 08/16/2308 View

Cumpuss mzssays

! Grant Monltcr\ng 1

| Fnancial Status

| CVC FY 08 VOCA Victim Compensation Formula
| Reports

Year Application No. Status Correspondence |Ac(|cm‘

\
| Cpportunities | Year Application No. Status Correspondence Action
|
\
|

| Closeouts « Applizaten submitted and last u

—— 2008 2008-23456-CC-EF 06/22/200¢6
| Redorts ‘ Grants Management

| Profie 1

L | CVC FY 07 VOCA Victim Assistance Formula Manage ”59[5 There are no registration requests submitted by FPOCs for your approval.
! Change Pzssword 1 Year Application No. Status = = =
Pending Registration
T & Applizaton submitted and last up]
i Loy off ] 2007 | 2015-34567-GHIT 07/18/2207 i |

' I Manage FROC ]

3. Click on the Create FPOC link (fig. 27,

B) from the sidebar. The Create FPOC
2

Registration page will open.
Manage Use; Fleass select an existing Point of Cortact (FOC) to serve as a Finandal oint of Contact (FFOC) by sele

4. Click the Grantee POC radio button
(flg 27, C) at the tOp of the screen. R oo e A E i ot i T st fonr bl Tinca. yols submir the EBEVE Tfor riaior, aa a3l

naotificatian aill be sent ta the cesigna = to complete the registration pracess.

The registration information will be e B e |

i Create FPCC T — Nnt Selartad — ]
automatically populated. — o —

H Lan OFf TEPOC Firsk Name! I
5. Se|ECt the award(S) to be made avall_ rFOC Middls Initial: —

able to this FPOC (fig. 27, D) and click i E—

the Smeit bUtton suffix (other): 1
Tile l—

Address Line 1: [

Grantee

Address Line 2: Il

ity [

Courty ]

State: .] Tot Selectst =]
|2 Codes I Meed help ‘or ZIP+2?

Phanz Number: [— | [ Ext f
Fex Humnbe-: || —

TS E-tnail Aulress [

*Zanfirm FRAT E-mail idcress Il

| available Amards

Nﬁ:’;:;;:r Project Title Project Degin D Financicl Paint of
D r 2UD9 &3 o) [SBmmurtyibactinoa fo- Adoloscents GhTiLrshe e

Chedk &Il Urcheck All

Submit Cancel
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Fig. 28: FPOC Confirmation Screen and

28

System Message

Manaye Users

:Pend ng Registration |

I 1
| Mdridye FROC | ¥ | 72
Croate FROC [heok al

| fwsard Number  Project Title

200%-EF-GH-56

Create FPOC Registration

This aztion will assign the seleczec award(s) to the Firancial Point of Contact, Wolld vou like to cortinue?

| Cunilgul | Culildu
[ f | Ms . Tame Iroe [
|Comrrunty Yesources for Adolescents and {202)555-0416
;Fal‘!I|IBS TDoe(@rec pient com
uncheck all

GMS Horme

| nig Off

JYes| Nof] E

| Programmatic Pcint of

| Financial Poirt o

system message will confirm that the request was processed.

(fig. 29, F) on the sidebar.

Fig. 29: GMS Home Page

Confirm the award choices by clicking the Yes or No button (fig. 28, E). If the Yes button was clicked, a

Return to the GMS Home page (fig. 29). To access SF-425s, click on the Financial Status Reports link

I Manage Usars |

Grant Management System Home

All procrams you are currently participazing in ae isted below. To reduce
the “ollowing criteria and press the Refresh button.

the size of prdOiicia Sesl ol The Olfice of .ustice Pracr

Applizations
Year Solicitation
| victim | A& [al ] Refiesh
| Compensatbon ]
| Certification | Office of Justica Frograms has many other fundng opportunities that you mayv be eligble for. To review these
I | opportunities or to stark a new apalicaton clek or Funding Opporbimitias.
i Awards |
| Funding | CVC FY 08 VOCA Victim Assistance Formula
| Opportunities | Year Application No. status Correspondence Action
= | o Applizaton submitted and last updatsd an N Messages
it G 2008 | 2008-12345-4B-CD 03/16/220¢ View
[ | CUINpuse IMessdys
i Grant cring
CVC FY 08 VOCA Victim Compensation Formula

Year Application No. Status correspondence Actlon
| | 2 ; =
i Closeouts e Applizaton submitted and last updatsd on 2 New Meszzge(=)
! ' 2008 2005-23456-CL-EF 06/21/2008 e view
! Resorts I CUNpuse [Messdye
! Profie l
I | CVWC FY 07 VOCA Victim Assistance Formula
I Change Password I Year Application No. status correspondence Actlon
[ : | . o Applizat on submitted and last updatzd an Mo Messages
i Loy off | 2007 | 2008-34567-GH1J 07/18/2207 View

CUINPUsE Essdye

I sss—.  OMIS - Federal Financial Report (SF-425) |
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How To...

29

ASSIGN AN FPOC OTHER THAN THE PPOC

1.

2.

Log in to GMS as the Programmatic Point of Contact (PPOC).
Click on the Manage Users link (fig. 30, A) from the sidebar.

3. Click on the Create FPOC link (fig. 30, B) from the sidebar.

Fig. 30: GMS Home Page and FPOC Registration Screens

Applizations

Year

All procrams you are currently pardicipating in are isted below. To reduce the size of pre[Diicia Seal ol The Olfice of - ustice Proc]

the “ollowing criteria and press the Refresh button

Solicitation

| Victin | | T [Al - | Refresh
| Compensaton
Certification | Office of Justica Frograms has many other fundng opportunities that you may be eligble for. To review thesa
5 o oppartunities ar ta s-ark 3 new apalicaton clck or Funding Opparhinities
i Awards 1
| Funding | CVC FY 08 VOCA Victim Assistance Formula
| Opportunities | Year Application No. sStatus Correspondence Action
| + Applizaton submitted and last updatad an Ho:Messages
Rt toREs ! 2008 2008-12345-AB-CD 08/16/220¢ Vigw
Cumpues neszays

| grant Monitering

Fnancial Status |

CVC FY 08 VOCA Victim Compensation Formula

| Resorts |

Year Application No.

! Closeauts ] « Applizatan subm i

- 2008 2003-23456-CL-EF 06/2/290¢ N

f Reoorts ! 7

2 Manage Users

[ 1

I il | CVC FY 07 VOCA Victim Assistance Formula

| Change pessword | Year application No. Pending Reqistration

Tl + Applizaton submf

i Loy orr | 2007 2005-34567-GH-IT 07/18/2307 ‘ Manage FRPOC

| Create FPOC B

GMS Home
Log Off

There are no registration requests submitted by FPOCs for your approval,

Grants Management

Manage Users

|Pendira Recist-aton | B s

| Manage TPoc

Irwet e lD roc

Create FPCC

GMS Home PRt
*=POC First Name:
Lo Off

MFOC Middls Initial:
FIPOC Last Name:
Suffiz:

Suffiz (Other)

fc chaci(FO T o
ula hfmnlw trth o

- the
e ces\gnated TroC camnlete the r’Eg\str’a\\on pracess.

£ Cortact (FROCY .o

— Mt SRlactad —
— Mot Selected — |

The Create FPOC Registration page (fig.
30, C) will appear. Click the Create New
radio button (fig. 30, D) at the top of the
screen. Complete the registration informa-
tion.

Note: Special attention should be paid to the
FPOC email address field. The prospective
FPOC will receive all future emails regarding
their account at the address provided during
registration.

Select the award(s) to be made available to
this FPOC (fig. 30, E) and click the Submit
button.

Chedk &Il Urcheck All

Submit Cancel

Tids: 1
Address Line 1. I
Address Line 2; I
City ‘
Courty: ]
State [ Mot Selected =]
Zin Code [ 1= Meed help "or ZIP+<?
Phonz Number: Ext: ]
Fzx Mumbe~:
P——————— I
e I
e Project begin | Froject tnd | Minanciel Foint of
L] [RU05:4n-Co0 [pmouyy fossures @ for Adolozeonts | yare1 2004 o5/31/2007
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30

Fig. 31: Create FPOC Registration Screen and System Message

Creste FPOC Registration
Manage Users Tkis acton will assign the selected award(s) zo the Finarcial Poin: of Contact. Wolld you like to conzinue?
e | Gward 2 - FProgrammatic Point of Financial Poiit of |
i i | dumber Rrsisct Do Cantact Contact
o b |2000-V-XT-0 M Toko Smith
E Matage TPOC J W |3z2 (202)555-1011
T —— Jobm Doei@recipiet com
Create FRCC 2001-AFB-DE-0& | STOP Viclence Against Women Howr Iiir. Tokm Smith
W oz (202)555-1011
| | Tokm Doe (@recipient com
GMS Home |2002-LM-HO-0 |STOP Vialence Azainst Women Howr e Joko Smith.
Ry W z30 (202)555-1011
| Tokm Droe@recip ot com
Log Off i 1
|2002-BC-DF-04 | The Safe Havens Prceram I Tobm Smith,
~F 1z (202) 555-1011
Tokm Do @recipdeant com
[2003-PE.CB.12 - . T Tokm Smith
™ STOP Violence fizainst Women Hoer (202)535-1011
Tobrr Droe(Srecipiant com
|2004-BE-CE-02 ; § I Tolm Smith
" |ic STOP Violence dzainst Women Mo (202) 5551011
Tokm Diowe @recipdent com
| 2004-LE-MW- | Enforcement of Pratection Crders Program |Tifr. Tokon Smith,
¥ 021 {[202)553-1011
(Toby Drow(@recipieat com
| D Tokw, Smith,
o -3304-E-LE_10 The Safe Havens Program [a02) 8851011
| Tokm Do ei@recipient com
|2005-CK-5M-04 [STOP Viclenre Agzainst Women How HI Tk Smith
F s 1202 5351011
| | Tokmy Droer@re cipient com
|2006-BE-CE-03 | STOP Violence fgainst Women How JRClob, Smifh,
V¥ 10 1202} 5551011
;Io}mDoe@necipiem.com
| 2007-5M-CE-04 | STOP Viclence Against Women Haoar Ifr. Toka Smith
V¥ 10 |(202)555-1011
| | Toby TrowiGire cipient com
Chedd all  Urcheck all
F Yes| No
——

6. Confirm the award choices by clicking either the Yes or No button (fig. 31, F). If the Yes button was
clicked, a system message will confirm that the request was processed.

7. GMS will generate and send an email to the prospective FPOC that contains instructions for confirming
their registration.

8. Once the prospective FPOC logs in and confirms their registration, they will be able to view and edit all
the financial reports assigned to them.

s 3MS - Federal Financial Report (SF-425) |
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How To...

REQUEST FPOC Access FROM THE PPOC

1. Go to https://grants.ojp.usdoj.gov. The GMS Applicant Sign In screen will appear. Click on the First
Time User? link (fig. 32, A).

2. Select the | am Registering as a Financial Point of Contact to submit Financial Status Reports radio
button (fig. 33, B).

3. The FPOC Registration screen will open. Fill out the required registration information and click the Sub-
mit button (fig. 34, C).

Note: Special attention should be paid to the user email address field. The registrant will receive all future
emails regarding their account at the address provided during registration.

Fig. 32: GMS Applicant Sign In Screen

A p p "c a rl t s Ig “ ln Fig. 34: FPOC Registration Information Screen

. -@ Create FFOC Registration
User ID:
Password:

¥our password must mast the follawing requirsmants:

= Your password must be at least & characters long
» Your password must contain at least three of the following four types of characters:
© English uppercase

wercase

* Your password must not contain significant portions of your user ID or full name

Financial Point of Contact (FPOC) Registration Information
*Mandatary fislds

Mandatary field
i i rl 7 Grant Yerification Informatian
w A FquUttEn \"Dur I‘JﬂSSWDrd = Blonge provide lharr!:’l'l‘owina information sbout your Mot current grant with OX. If you currently have more than che gram with ue,

enter information a0y of your current grants with CJF. We will use this mformation ta help verfy your account, so please be sure
that the information you provide is scourste.
*Award Mumbar: ($999.XX-XX-0909) '7
*0IP Vendar Humbor: li
Grganization Information
Fig. 33: Application/FPOC Registration Selection Screen S
*Address Line 1 l—

Grants Management System

t =]
B & 1 am registering as a Financial Point of Contact to submit Financial Status Reparts (SF-269a) for existing grants,

Cancel

?
Susfix (Gtherk: li
*Titla: (I
“Phonn Humber: - - el
Fax Numbsr: . -]
*User Email Address: r
*User 1D {6 Character Minimum}:
*Passwond (& Charactne Minimurm):
*Pasewerd (Confirmation): '—
If you forget your passward, answer the secret question and you wil be sent 8 temparary password.
*Sgcret Question: [=rect Setacted - =
*Secret Answer: —

Please make sure that all af the above information is correct before proceeding.

=1C¢ -

s 5MIS - Federal Financial Report (SF-425) |
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Fig. 35: FPOC Request Award Page

Grants Management System

Ynu have heen surressfully registerri.

_isted below are awards within your organzazion for which vou may reguest access, I you do not see an award vou whch
=0 request accass for, werify that you have access to the vendor numoer assoziated with that 2ward number, If vou do not
nave access to that vendor rumber you mey request access to it below

Available Awards

Ayeard Yendnr profact it Pragrarrmatic Pnin- nf Current Finsnrial Pont
Humber Numker 4 Caortact of Contazt
| 2005-D1-T-164 R EET; f;‘; i
5 e rterview oom -
[85p00:793 Equipmznt/Spike strips LElis@recipient.czg
2006-DD-EB-155 Lithy Elia
rp 966004793 Firgzrms simulator [EEIREEERTIE
LELa@recipient org
2006-EI-CY-215 | Lithy Eliz
e laseooaygz | MItcr Officer wircless Hoadsots (301 555-1024

Proxy device LELia@recipient oxg

Checl: Al Unehaske All

Request Awards D

To rzquest awerds for a vendar number not currently assigned to you, please arcvice the vendor number end ar award
as=nriaterd with that vendnr nunher in the <spare nrovided helnw and then dick the Request Armees hutton,

'Request Access to New Yendar

CIP Wendor Harmdsr: |

Award Humber: 19£90-x3-X%-9999)

4. Select the award(s) to be made available for reporting and click the Request Awards button (fig. 35, D).
If necessary, click the Request Access button (fig. 35, E) to search for more awards.

5. Confirm the award choices by clicking either the Yes or No button (fig. 36, F). If the Yes button was
clicked, a system message will appear to confirm that the request was processed.

Fig. 36: FPOC Request Award Selection Confirmation and System Message

Grant Management System Home

Action Confirmation
Tou have requested 1o te the FPDC for the following awards:
Carrant
Aviard Wendor P Bucget Budget Prog-ammatic Point cf Financial
sumbzr Mumber J “enod From =~ Penod To Contact Pain: at
Contact
Likhy Elia
Irterview Foom |
|2UC5-DI-T 5 : - (301) 555-1024
=) {2
¥ | Jeie 966004793 Etc:.‘uplgrn_nthplke 10/01/2034 | 09/30/2008 | oo SR S e
2006 DD-B hry ke
s ; . ] ; . | (301) 555-1024
| ;
W 1552 Q66004793 | Firesrms simulator 06/0Lr20J5 | 05/3L172C07 Eb@aepint o
2006-EL-CY- Mater Gfficer Wircless ?3?1:; ?5‘5“‘ o
W 2156 966004793 |Headsets roxy 100152005  09/30/2C09 5 i
device LElia@recipiant.org
Checlk all  Uncheck All
This aztien will send the Programmatic Pont of Contact(s) an emal with s et Do yvou want to continue with our recuest?
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The PPOC can reassign awards to existing FPOCs, and approve or deny pending FPOC requests by using the
Manage Users area of GMS.

How To...

APPROVE/DENY FPOC REQUESTS

1. Afterlogginginto GMS, click on the Manage Users link (fig. 37, A) on the sidebar.

2. The Pending Registration screen (fig. 37, B) will open. The names listed on this page represent pro-
spective FPOCs who have requested access to awards. Click on the name of the prospective FPOC (fig.
37, C) to approve or deny the request.

Fig. 37: GMS Home Page and FPOC Pending Request Screens

Grant Management System Home

Al programs you are currently pardicipating in ae isted below. To reduce the size of proQficia Sedl of The Oifice of .ustice Prog
A the “ollowing criteria and press the Refresh button.

Applizations

Year Solicitation
| Victim | [ar & [a = Refiesh
| Compensaton 1
| Certification Offica of Justica Frograms has many other fundng opportunities that you mav be eligbla for. To review thesa
Tl nppartunities or to start a new Apalicaton clck ar Funding Opparbimities.
i Awards 1
|- Funding | CVC FY 08 VOCA Victim Assistance Formula
| Opportunities | Year Application No. status Correspondence Action

!w\ L A . Sgpf?lls:,-’aztjagl-lESUbn1lttEd and last updatzd on o Messages

Cunnpuss insssaus

e
! Grant Monitcring
|

| Fnancial Statis CVC FY 08 VOCA Victim Compensation Farmula

i 1

|ﬂ| Year Application No. status Correspondence Actlon
[ | S ; \

I Closeouts * Applizat on submitted and last updatzd an 2 New Messz

— 2008 | 2008-23436.CL-EF 06/2: /208 ESsen S Viw

! Rororis I Cumpuse inessags

|

[ G ! OVC FY 07 VOCA Victim Assistance Formula

I Change Pzssword ! Year Application No. status correspondence  |Actlon
| P PR |

(= » Applizaton submitted and last updatzd 2n No Messages

Loy off ] 2007 | 20J5-34567-CH-1T 07/18/2107 View

Cumnpuse inessage

Grants Management

Manage Users T r
Name Organization Name Phone Number Registered Date »

Pending Reqistration Financial Contact I City of Testuser | =2.sss.1234 | 10/15/2007

| ManageFPOC C
| CrestsFPOC

GMS Home

Log Off
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3. The Pending Registration
detail page will display the
prospective FPOC's profile
(fig. 38), and a list of the
awards to which they re-
quested access.

4. Use the Status dropdown
menu (fig. 38, D) to either
assign or deny access to
awards for this FPOC and
click the Submit button (fig.
38, E).

Fig. 38: Pending Registration Detail Page

Manage Users

Pendirg Recist-aton

Manage TPOC

Create FRCC

GMS Home

Log Off

2006-EL-CY-21 | motor Officer Wireless Hzacsets

Pleasz v ew the user prcfile information for the regisration FPOC to znsure it s acourate,

Froc Profile
Cate Registered: 10/15/2007
Cily Ul Testuszr

Mir. Contact Person

SFuur Oryaization M
Mame:

lidle: Fother

Bddress: 1317 Mock ngbirc Ln

Anvwhers, M 11111 1111
Phons Murbar:  imiemmaam
Fex Numbe-:
E-Mal Address:
User ID:

dog@byte.com
BoogiewithStu

Thie r=ygislering FPOC has reguosled per nissio s L adiiisber Ui Mol g avwar dEsd Tor pour urganication, I5 yu wish o
Arny the registering FRCC areees tn ane nr maore of -he reanested awards ynn may <elect Denied fram the drop down
lisz. To approve a FPOC's request for access tc ar award select assigned. This wil allow ycu the ability to approve a
FPOC tor a ortion of the awards they have rejuested perrussion to administer while denying them permission tor
others.

Requeste‘d .Awart.:ls (ﬁendlng and Derile‘d)

Award
Murnber

Programnmatic Point of Cu-rent Finaacial Poin:

Cartact of Canta Sk

Pznding =
Fanding ']
IPanding ']

Project Title

2005-DI-T-164 | [nterview Room Ejuipment/Spike | i
5 sLiips

2006-DD-BE-1
552 Firearrs simulsto-

D

Fending
Assigned
{Denied

58 Pruzy Jevice

Listec below are all awards for which you ae the programmatc point of contact, within yol
curreatly active and require Finansial Status ReportsiSF-263a) ta be subrmitted, All carrent
lised for each award. You may assign aty of these swards to the registrant tc acrinister
drap dawn list,

Available Awards

Mo iterns to display

Listsc below are all the awerds for which you are the Pragrammasic Foint of Contact. withi
curre~tly active and require Finanzial Status ReportsiSF-269a) to be submited and are assigned to the currert Financizl
Foint of Contact. all currently assigned HFOUS are listed along with the award information. Tou may remave the curren:
FPOCEs sxcess to thece swa-dec at anytirre by zelectirg Lnacsign fram the drop down list and sslecting subrit,

Assiyrigul Aoy

Fig. 39: FPOC Assignment Confirmation Page

Grant Management System Home

Managae Users

Awvards added:
Pend ng Reqgistration

Avtards Removed:

Awzrd .

i Procect Title
v 2006-EL-C¥-2

156 Froxy device

Check all - Uncheck &l

e QWErbd Mrojoct Tite
i Manane FROC | I I LHOE I
— 2005-DI-J1-164 s
¥ 6 ntery cw Rco!'r .
E:reate FPOC_ |Equiprent/Epike strips
2006-DD-BE- ] .
GMS Home Iz 1552 Firearms simulctor
Log Off Check Al Uihieck all

Motor Officer Wireless Headsets

Tha Financial Foint cf Conzact will be assigned the follow ng awards to adinistar “or your arcanization:

Programmztic Poin: of
Contact

The Finanrial Frint rf Cancamt will nnt have arcess tnthe follnwing awerdis) foe ynoe arganiz atina:

Pragrammatic Paint cf
Contac:

Click the Yes or the No but-
ton (fig. 39, F) to confirm
award assignments and/or
denials.

6. GMS will return to the Pend-
ing Registration screen (page
33, fig. 37). Repeat steps 2
through 5 for each name
listed. When all names on the
Pending Registration list have
been addressed, a system
message will advise that
there are no pending FPOC
requests.

\Current Financia Poin: of
Contact

Zutrent Finanzia Paint of
| Zoatact
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FREQUENTLY ASKED QUESTIONS

How do | contact the GMS Helpdesk?

A: Call the GMS Helpdesk at 1-888-549-9901 (option 3). The hours of operation are Monday through
Friday, 6:00 a.m. to Midnight (ET). The GMS Helpdesk can be reached by email at
gms.helpdesk@usdoj.gov.

Q: How do | contact OCFO Customer Service?

A: Contact OCFO Customer Service by phone at 1-800-458-0786(option 2), or by email at
ask.ocfo@usdoj.gov. The hours of operation are Monday through Friday, 8:30 a.m. to 6:00 p.m.
(ET).

How do | become the Financial Point of Contact (FPOC)?

A: Go to https://grants.ojp.usdoj.gov. Click the New User Register Here button, select the FPOC option,
complete the registration information, and click submit. Once submitted, the Programmatic Point of
Contact (PPOC) must approve the registration and assign all appropriate awards.

Q: My PPOC has already approved my registration. Why can’t | submit reports?

A: Verify that the correct User ID and password (created when registering as an FPOC) were used to log
in and submit the reports. If that doesn’t work, contact your PPOC to ensure that correct award ac-
cess has been given.

Q: Isit possible to have more than one FPOC account? Is it possible to assign more
than one award to an FPOC account?

A: It is possible to have more than one FPOC account, though fewer accounts is always recommended
to simplify use of the system. An FPOC account can have multiple awards assigned, and an award
can have multiple FPOCs.

When can | make changes to my SF-425?

A: Once an SF-425 is submitted, the recipient can amend the report until the end of the next reporting
period, or until the next required report is submitted, whichever comes first.

For example, the 3rd quarter SF-425 for period ending June 30 is due by July 30. The SF-425 was sub-
mitted on July 25. The FPOC can amend the 3rd quarter report until October 30th, or until the report
for the 4th quarter is submitted, whichever comes first.

If an Update button appears in the report summary list in the SF-425 module, there is still time to
amend the report. If no Update button appears, make any necessary adjustments on the next report.
Note: When making changes to a report, add comments to box 12 explaining edits/corrections.

In order to make changes to a Final SF-425 once it has been submitted, the recipient must contact
OCFO Customer Service. The report will be change requested back to the recipient for editing.

s (3 MS - Federal Financial Report (SF-425) N
| |



What is the Recipient Share?

A. The Recipient Share, also known as the Match, is the total amount of non-federal funds the recipient
has spent toward the project. A match is not required for all grants.

Why does the PDF version of the SF-425 look different than the SF-425 in GMS?

A. The PDF is the approved OMB form. The GMS screens were designed by OJP to aid recipients in fil-
ing out the report by including previous reported amounts where possible.



