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REGISTER YOUR AGENCY

Each agency must register with
the Criminal Justice Council by
submitting the Egrants Agency
Registration Form.

This form must be signed by the
agency director.

R Delaware Criminal Justice Council
gran‘_fs Egrants Agency Registration Request Form
R

This form must be completed and faxed to CJC if vour agency has never applied for a grant via
CJC’s Egrants system.

Please type or print. All fields and questions MUST be completed unless otherwise noted.
Complete Legal Agency Name
Address Linel

Address Line2

City, State, Zip+4 (plus 4 required)
Federal ID Number

Agency Fiscal Year End Date
Agency Phone Number

Apgency Fax Number

DUNS Number (if available)

Name of person completing this form
Contact Phone Number
Email Address

When fully completed, submitthis form to CJC Egrants Support by FAX to (302) 577-344).

If you have any questions regarding this form, please contzct the CJC Egrants Help Deskby e-mail,
ClCegrantsSupport@state. de.us.

I hersby request the sbove agency be registered m Egrants m order to submit 2 concept paper and'or application
to CICvia CJC's Egrants system:

Printad Name of Authorized Offictal Signature
Tile of Authorized Official Date
For CIC uze only:
[ Diate Faczivad [ Verification {ifrecessany) | Dats ApencyFegistared | Agency Fegistersd By |
|

Egrants Agency Registration Form 6/2/14



ONLINE USER REGISTRATION

Complete all information and then click SUBMIT.

@ gran’s peye Egrants User Registration

Fill in the form below to complete your registration into the DCJC Egrants system.
Already have an account? Please Log in now.

Courtesy Title:* Ms. Courtesy Pick...

First Mame: * Test

Middle InitialiName:

LastMame: * User Suffix: Suffix Pick...
Title:  Administrator Title Pick...

Email Address: * test.user@yahoo.com

Preferred Contact Method: * Email ~

Address Type: Envelopes/Labels
Agency Mame:  Test Agency

Floor/Suite/Building:  10th Floor
Street Address: * 8§20 M. French St

P.O. Box:
City: * Wilmington State:* Delaware ~ Zip Code = 19801-3545
County:* MNew Castle = Country:* UNITED STATES
Phone: * ( 302 y B77 - 5030 Extension:
Fax: (302 y 877 - 3440

UserlD:* tuser

Password: * ssssssssss E_g_!?':'gt':_l_zf‘f:ﬁl_eﬂlj
(Example: aBcD123@5&%)

Confirm Password:* eesssssssse
If you ever lose your User ID or Password, we will ask you the following question, and need to receive your choosen answer to confirm your identity.

Question: * What is my dogs name?

Answer: ™ Spot

[ Submit | [ Start Over

N

Please send technical comments and problems to DCJC EGRANTS Support.
©2011-2014 Delaware Criminal Justice Council. All rights reserved. Unauthorized Access Prohibited.



TERMS OF USE

You must Agree to the Terms of Use and click CONTINUE.

DELAWARE CRIMINAL JUSTICE COUNCIL
DCJC EGRANTS TERMS OF USE

“Through wvour User Id and password you will be given access to certain grant information. The user
credentials are strictly for your use only. You must not divulge, intentionally or unintentionally, vyour User
Id and/or pasaword to anyone. The Delaware Criminal Justice Council (DCJC) or any other State of Delaware
agency will newver ask you for your password in an unsolicited phone or email. Sharing or disclosure of User
Ids and/or passwords is prohibited. Each individual who wishes to use this site must properly register and
obtain a unigue User Id and password.

The DCJC reguires individual User Ids in order to provide appropriate communications to users and for

m

@ Agree ‘
) Disagree

[ Continue ] [ Cancel

%

Please send technical comments and problems fo DCJC EGRANTS Support.
E2011-2014 Delawsare Criminal Justice Council. All ights reserved. Unauthorized Accass Prohibited.



JOIN YOUR AGENCY

1.

Enter your search
criteria. The % is
used as a wildcard

operator.

Click the SEARCH
button.

Click on your agency
to select it.

System wilf ime out at: 04:17
Remaining tme: 19:5

Earan o= QY Delaware

Gy i ' igs Criminal Justice Council ;

PR

Back Button will not take you back pages, instead use the application menus and controls

Main Meny || User Management || Work Manager

Profiles Access Requests

User ID: 54

JOIN AGENCIES SEARCH

Search Criteria:

Agency Name: %criminal

- - Tax ID:
% is used a wild card ciy:

aperator. Only put in just
enough information in to County: |[All] [=] Search Click the Search
state: [[All] [] Button

Agency Name | cty ] state |

Delaware Criminal Justice Council | 12-3455676 |  @20FrenchSteet | NewCasile | Wimington | Delaware |

Cancel

Click on your agency
hyperlink

Please zend technical comments and problems to DCJC EGRANTS Suppert.
©2011-2014 Delawsre Criminal Justice Council. All ights reserved. Unauthorized Access Prohibited.



USER ROLE ACCESS REQUEST

After joining your agency

you must choose your

security roles.

1. Choose your role from
the drop down box.

2. Click ADD ROLE
REQUEST.

3. Repeatfor additional
roles.

4. Click SUBMIT
REQUEST.

Delaware

System will time out st 04-13:42 PM
Remsining time: 19:05

Criminal Justice Council

Egrants

Back Button will not take you back pages, instead use the application menus and conrals.

Main Menu mm Work Manager

Proflles Access Requests

User ID: 54

JOIN AGENCY
Agency Name: Delaware Criminal Justice Gouncil
Street Address 1: 820 French Street
Street Address 2: State Office Building, Tenth Floor
County: New Castle
City: Wilmington
State: Delaware
Zip Code: 19801-3545
User Manager(s): None
Reason For Reguest™

Choose your
role from the
drop down box

Click
Add

Role
Request

Requests

GrantiD-Project | [All[=]
Roles Requested: | Agency Program Reader El

Add Role Request
Requested Role
Agency Financial Creator

Requested Action Requested GrantlD-Project
Add [Ail]

Add A Agency Submission
Add [AI] Agency Program Reader

Submit Request Cancel
lick Submit . [ b I [ ]
equest

Current Roles
Current GrantlD-Project Current Role

Please send technical comments and problems to DCJC EGRANTS Support.
©2011-2014 Delaware Crimina| Justice Council. All rights reserved. Unauthorized Access Prohibited.




SUCCESSFUL REGISTRATION

When you get to this screen you_ha_ve completed the Online User Registration.

o\

Delaware
Criminal Justice Council

Main Menu Work Manager

Frofiles Access Requests

User ID: 54
User Name: Ms. Test User

USER ACCESS REQUEST

Current Agency/Project Roles Access

Click "Join Mew Agency” button to request a role(s) for a new agency or select an "Agency” table link to request role modification at an existing agency.

Join New Agency

No records found!

Agency GrantlD User Role
Filter Criteria :
Request History Status: [All] E|
Request History

‘GuandD | UserRole | Requested DatelTime | User Manager | Sutus |

Agency Financial Creator,
Delaware Criminal Justice Council [AI] Agency Program Reader, 9/8/2014 4:07:50 PM None
Agency Submission

Flease send technical comments and p to DCJC EGRANTS Support.
©2011-2014 Delaware Criminal Justice Council. All ights reserved. Unauthorized Access Prohibited.

at; 04:2

7 PM |

m



NEW USER SECURITY ROLE REQUEST

After you have
completed New User
On-line Registration you
must complete the New
User Security Role.
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USER REGISTRATION REQUEST

After you complete the Online
Registration, fax the signed
Egrants User Security Role Request
Form to 302-577-3440.

This form must be signed by the
agency director and confirms that
the useris allowed to have the
requested security roles.

Delaware Criminal Justice Council
Egrants User Security Role Request Form

IMPORTANT
DO NOT SUBMIT THIS FORM TO DCJC UNTIL YOU HAVE COMPLETED STEPS1 THROUGH 7LISTED
ON THE EGRANTS ONLINE RECISTRATION QUICK START GUIDE.

Submission of this form is Step 8 of the EGRANTS ONLINE REGISTRATION QUICK START GUIDE.

This form must be completed and sent to DCJC before appropriate permissions to the Egrants systemcanbe assigned.
There are a minimum of three roles that need to be assigned within your agency before you will be capable of applying
online. Those roles include: Program Creator, Financial Creator and Submission. These roles of Program Creator and
FmanmalCreatormustbeperformed by two d1fferentpersons

EACH

Please type or print:

Individual Name:

Applicant Agency Name (appearing on the Grant):
User ID: (The one you chose in Step 2 of DCJC
Egrants Online Registration Quick Start Guide)
Telephone: (with area code)

Email address:

County

Please refer to the DCJC Egrants Securify Roles Quick Start Guide for roles and descriptions when
completing the table below.

Grant Number | Program Reader | Program Creator | Financial Reader | Financial Creator | Submission
O O [m] O [m]
O O [m] O [m]

Select the roles desired and identify the srantrrumber(s) o specify ‘All' to request the security ole(s) for all srants for the Applicart Agencyidentfied

When fully completed. submit this form to DCJC Egrants Support by FAX to (302) 577-3440.
If you have any questions regarding this form. please contact the DCJC Egrants Help Desk by e-mail,
CJCegrantsSupport@state.de.us.

I hereby authorize the above named individual to be granted access permissions as identified on this request for

the agency/organization listed hereon.

Printed Name of Authorized Official Signature
Title of Authorized Official Date
For DCJC use only:
[ Date Received [ Verification (if necessary) Date Roles Enabled T Roles Enabled By

egrants_user_registration request form 6/2/14




WORK MANAGER

System will fime out at: 04:33:45 PM.
Remsining time: 19:30

Delaware

When your Security Roles ) | CriminaIJusticeCounci'I' : ;\{jﬁ
have been approved by |
the CJC you will receive an
Egrants Alert in your
email.

Main Menu | User Management | Funding Announcement | Project Management Wﬂkaaggr

Tasks/Alerts For: Ms. Test User Date: 09/08/2014

TASKS AND ALERTS
Search Criteria:

Title:
Category:| [All -]

You may log into the scon ] o

Egrants System and view ks~ [ .

th e Al e rt I n yo u r WO r k Click on the 27 in the "Action” column to view the details for the corresponding Task or Alert, including the "Cause” for the notification and help with "Next

Steps”.
M a n a ge r Clear All Selected Alerts
[soe = N ™

|] |Alert Delaware Criminal Justice Council | User Management | Agency Permission Granted/Denied '3 | New | /372014 41257 PM ‘

Plesse send technical comments snd problems fo DCJC EGRANTS Support.
©2011-2014 Delaware Criminal Justice Council. All rights reserved. Unauthorized Access Prohibited.




WORK MANAGER MESSAGE

Systern will i
Remain

me: 19:20

|
t at: 04:24:27 PM

Delaware
Criminal Justice Council

IMain Menu Funding Announcement | Project Management | Work Manager

Profiles Access Requests

User ID: 54
User Name: Ms. Test User

USER ACCESS REQUEST

Current Agency/Project Roles Access

Click "Join Mew Agency” button to request a role(s) for a new agency or select an "Agency” table link to request role modification at an existing agency.

Join Mew Agency

GrantlD User Role
Agency Financial Creator,
Delaware Criminal Justice Council [AIN Agency Program Reader,

Agency Submission

Filter Criteria :

Request History Status: [All] Ef

Request History

| UserRole | _Requested DatelTime | status_|

Agency Financial Creator,
are Criminal Justice Council [AI Agency Program Reader, 982014 412:57 PM None Completed
Agency Submission

Plesse send technical comments and problems to DCJC EGRANTS Supoort.
©2011-2014 Delaware Criminal Justice Council. All ights reserved. Unauthorized Access Prohibited.

m



USER MANAGEMENT

0P

Delaware _
Criminal Justice Council

e R -
Back Button will not take you back pages, instead use the application menus and controls.
Logoff

Iain Menu mm Work Manager
Profiles Access Reguests

PROFILE DETAILS

Terms Of Use

Courtesy Title: = Ms Courtesy Pick.._ User Login Policy Signoff
in Date

| 982014 |

First Name: = Test
tuser

Middle Initial/Name:
Suffix: Suffix Pick._

Last Name: = User
Title: Administrator Title Pick...

Funding Announcement Email Subscriber: Mo

Email Address: * test.user@yahoo.com

Preferred Contact Method: = | Email [+]

Address Listing *

Address Listing

Delete | Envelopes/Labels , . 10th Floor, 820 M. French St., . Wilmington, New Castle, Delaware, 19801-3545, UNITED STATES

Agency Address Listing

Telephone Number Listing

d Phone Number

Delete 302-577-3440 577

Fax
Work 302-577-5030

Cancel

Flease send technical comments and problems to DCJC SCRANTS Support
©2011-2014 Delaware Criminal Justice Council. All rights reserved. Unauthorized Access Frohibited.




SIGN UP FOR FUNDING NOTIFICATIONS
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