
\ 

*This user guide is for existing organization-registered contacts who have applied for a grant in the CJC
Grants Management System and are assigned to make edits and accept grant awards*

Guide to Application F
 

eedback and Accepting 
Award in CJC Grant s Management System 

Step 1: Navigate to the Grants Management System landing page 

Navigate to the Delaware Grants Management System landing page at https://dcjc.smartsimple.com/. The 
Grants Management System requires a “My.Delaware.gov” or an “ID.Delaware.gov” account for access. To log 
in, click the blue “Applicant Login” for non-state users. Click the blue “DE Employee Login” for state users. 

Step 2: Sign in to your My Delaware account or ID.Delaware.gov account 

Clicking the blue “Applicant Login” button will bring you to the My Delaware.gov sign in screen. Once you sign 
in with your credentials, you should be automatically signed into the Grants Management System Home screen. 
For organizations who use ID.Delaware.gov, use the DE Employee Login option and you will be logged into the 
system after verifying your credentials. 

Step 3: Navigate to Concept Papers and Applications 

To find the application in need of revisions, click on Concept Papers and Applications under “Action Items”. You 
can also access the application by clicking on the link in your email that you received indicating it is in need of 
revisions. 

https://dcjc.smartsimple.com/


 

Step 4: Select application that needs revision 

A list of current in progress applications will appear here. Select the application that shows the status as 
“Application Revisions”. This will open the application. 

 

Step 5: Review revision requests 

After opening the application, the main application page will show it is in “Annotation Mode”. Annotation 
Mode will allow you to make changes to the application in the selected areas that have been identified as 
needing revisions. Instructions will appear on the screen. A new sidebar function is available that shows the 
comments made by the grant monitor and the area(s) that requires corrections. 

 



The Annotation List in the sidebar shows all active revision requests. Click on one of the comments and it will 
take you to the exact area in the application. 

 

 

Step 6: Make edits to the application 

Once you click on a comment and are brought to the area that needs to be revised, you will see the area is now 
highlighted. To make an edit, click “Reply” on the comment in the Annotation List sidebar. This will generate a 
pop-up page to make edits to the section. You must also add a reply message indicating the changes were 
made. 

 

 

The screenshot (shown on the next page) shows the pop-up page to make edits and add a reply. The first text 
box (labeled as Field Value) will show the original text entered by your agency. Edit this box directly to make 
revisions. The second text box (labeled as Message) needs a response indicating that you made the necessary 
changes in that specific section. Then, click Save. 



 

 

For sections such as the Budget and Goals/Objectives, making corrections requires you to click on the button 
inside of the pop-up box. For example (as shown in picture below), the picture shows a correction that is 
needed in the Budget. You will click the “Budget” button in the pop-up box to make changes. This will open the 
budget to make the edit. Then, add a reply message indicating that changes have been made. 

 

After saving your changes, your response to the original revision request will be shown in the Annotation 
sidebar. 

 

Step 7: Resubmit Application 

Once you have addressed all the comments and revision requests, you may now resubmit the application. Click 
the green “Submit” button shown at the bottom of the page. 

A pop-up message will appear (as shown on the following page) verifying you have addressed all annotation 
comments. Only click “Yes” if you are sure all corrections were made. 



 

The application will then be reviewed by the assigned grant monitor. If no additional changes are needed, the 
application will follow the internal approval process and be signed by the Criminal Justice Council’s Executive 
Director. Once this is signed, the system will notify your organization’s designated signatory. 

Step 8: Accept Award 

Once your organization has received the email notification that the grant application is now pending the 
subgrantee signature, the signing authority can either click the link in the email they received or log in to the 
CJC Grants Management system via a web browser. 

After entering via the CJC Grants Management site, you will click on “Concept Papers and Application”. Then 
select the application with the status of “Subgrant Pending Signature”. If you clicked the link via your email, you 
will be prompted to sign in and you will be brought to the application directly. 

 

 
 
Upon entering the application, a new instruction box will be visible. This box will indicate that the Subgrant 
Award Letter is available and the Executive Director or equivalent for your organization can accept or decline 
the award. This is done by navigating to the “Subgrant” tab on the application. 

 



 
 

Once in the “Subgrant” tab, brief instructions are available for how to accept or decline the award.  
You may preview the Award letter by clicking on the blue “Award Letter” button. This will generate a pop-up 
page with the award that can be exported as a PDF.  
To accept the award, click the option that signifies acceptance. Then, click the green “Accept Subgrant Award” 
button. To decline the award, click the option that signifies declining. Then, click the red “Decline Subgrant 
Award” button.  

 
 

If you have accepted the award, the page will now show that the Subgrant Award was successfully accepted. 
 

 
 

On your homepage, your will now find your active subgrant under Action Items by clicking on “Active Awards” 
 



 
 

You should now be able to access a pending application, view and respond to feedback within the CJC Grants 
Management System, and be aware of how your organization accepts an Award. Your active subgrant may be 
accessed at any time in the System. For questions about an open Award, please contact your subgrant 
Coordinator, Monitor, or the CJC Grants Management Support Team at CJC_grant_support@delaware.gov. 
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