ADDING USERS

CHEAT SHEET 01/2020




WHO CAN ADD USERS®

»Agency administrators can add users

»Agency administrators will add users for the
signature page or changes in staff



Username |
Password |

State of Georgia Grant Management System for The
Governor's Office of Highway Safety and The Criminal New User
Justice Coordinating Council Forgot Username/Password?

I [
I n f Welcome to the State of Georgia Grant Management System for The Governor's Cffice of
Highway Safety and The Criminal Justice Coordinating Council. Please choose from the list of

options below:

* Go to the GOHS home page
* Go to the NHTSA home page

* Go to the CJCC home page

New Users/How to get started:
Because this is a new online management system. all users will need o register with the system.
As a new user:

* The initial registration must be completed by an Agency Administrator of your organization. Once
they compiete registration, they will receive email notification of access approval. Click the New
User link above io register.

* Only one Agency Administrator per organization is required to sign on as a new user

* Once the Agency Administrator receives access, the official can designate access to your
organizaticnal account to other staff members as they see appropriaie.

This is a government agency grant management system. It is a system that requires authorization
for access. If you have any questions or if you need assisiance registering. please contact:

« For GOHS - chamilton@gchs.ga.gov or 404-656-6996

« For CJCC - 404-657-1956
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Click on
Organization(s)

Electronic Grants For The Office oinghway Safety
Applications/Grants ~ Progress Reports = Claims  Final Reportz  Travel Requesis

Training Matenals

Instructions:

.. Welcome AgencyAdministrator
- Agency Administrator

; ng for an Opporiunity
1 Change Picture

= Using System Messages
= Understanding your Tasks
= Managing your awarded grant

Hello AgencyAdministrator, ple ose an option below.

have 19 opportunities available.
Select the View Opportunities button below to see what is available to your organization.

¢) My Inbox

You have 18 new messages.
Select the Open Inbox button below o open your system message inbox.

OPEN

) My Tasks

You have 89 new tasks.
You have 24 tasks that are critical.
Select the Open Tasks bution below to view your active tasks.

&) Top of the Page
Powered by IntelliGrants ®

Profie | Logout

HELP button above for detailed instructions on the following.

® Copyright 2000-2019 Agate Software, Inc.




Click organization

Home Appﬁcaﬁonslcmm' ngressRepoﬂs Claims = Final Repodx vael equests

Training Matenals

Q) Back
Organization - GOHS Testing Inc

If you need to have your Name, Federal Tax ID £ or DUNS # updated, please send an email to
chamilton@gohs.ga.gov

Organization Informati || Crganization Members i Organization Documents | Organization Details

members -—

Urganization Information

Name GOHS Testing Inc I

Legal Name GOHS Testing

Federal Tax ID # 98-7654321 |*

DUNS # 02-555-5555 |*

Account Code

Vendor Number 14630

Address Code 4

ACH Location Code 000005

Address 1555 Test

City E;I'ﬁ?ing |* state [Georgia ¥ [~ Zip code |55555 i
County [ Houston County !j" -
Phone ((555) 555-5555 " Fax | ]

Email rhayes@gohs ga gov o

Website

Type C LAy

Additional Organization Address
Select the Add an Address button above to add another address.

=

Organization(s)



Click add members

Electronic Grants Fror Th

@) Back
Organization - GOHS Testing Inc

Follow the instructions listed below to add/remove/modify organization members.
Organization Information | Organization Members | Organization Documenis | Organization Details

Organization Members

Administrators with the authornty to add members to your organization can follow these steps:

« To add a member tc your organization, select the Add Members link below.

« If a member has aiready added his/her information in the sysiem. you can search for the member.
« If you need to add a member's information into the system. select New Member.

For more d m:lect the Show Help button above.
Current Memgrs Add Members

| [52]

| Resuits Per Page |20

| Person Role Active Dates Dogﬁﬁn;'eents Assigned By
- GOHSUser, Agency Administrator [1:'6;‘2016 \r_ Huff. Sean
AgencyAdministrator [——-—*—*‘ 119 1/6/2016
¥ GOHSUser [Agency ¥ | [1/6/2016 L
AgencyAuthorizedOfficial T — 10 l;","é';féosleean
¥ Taylor Ms Anne | Agency Administrator v | [7113/2016 = GOHSUser
| — 30 AgencyAdministrator
7/13/2016
¥ GOHSUser AgencyStaff .gency Staff ¥ | [1/6:2016 L Huff, Sean
‘» 25 17612016
v Hamilten Ms_ Michelie [Agency Staff v | [12/1/2016 L GOHSUser.
= 7 r 6 AgencyAdministrator
L | 12/1/2016
# James Mr Thomas [Agency Staff [7i7i2018 L GOHSUser.
I 1 AgencyAdministrator
772016
8 . COHSUser, [Agency Viewer v | [1er2016 - Huff, Sean
AgencyViewer l | 1/6/2016
i |
@ testing, testsw ency Viewer v | [10/13/2016 1 GOHSUser.

AgencyAdministrator
10/13/2016

Modified By

GOHSUser.
AgencyAdministrator
10/24/2016

GOHSUser.
AgencyAdministrator
12/1/2016

GOHSUser.
AgencyAdministrator
12/1/2016

GOHSUser.
AgencyAdministrator
12/1/2016



Click New Member

Traming Matenials | Organization(s) | Profie |

) Back

Organization - GOHS Testing Inc
Follows the instructions listed below to add/remove/modify organization members.

Organization Information | Organization Members | Organization Documenis | Organization Details

added his‘her information in the sysiem. you can search for the member.

s informaticn into the sysiem. select New Member.
For more detailed instruction

Current Members | Add Members

Person Search | | l..aﬁmu.ll [NEWMEMEER | |

) Topof the Page
Powered by IntelliGrants ®

Logout

LSAYE| LSHOWHELP ]
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NEW MEMBER PASSWORD

« The agency administrator will create the password for the new
member.

 This information will need to be sent to the new member by the
agency administrator.

 The new member can change the password at anytime.

« Password criteria: Must contain at least 1 uppercase letter, 1
lowercase letter and 1 number. Password must be at least 7
characters.

« Example of a good password: PasswordO]



NEW MEMBER USERNAME

* The agency administrator will create the username for the new
member.

 This information will hneed to be sent to the new member by the
agency administrator.

 The new member cannot change the username.

« Username criteria: Must contain all letters and numbers (no special
characters). Must be between 5-20 characters in length.

« Example of a good username: 15t inifial and last name (bjones)




Electronic Grants For The Office of Highway Safety
ic i Re Ciann Final Reports | Travel Requests

» Complete all required fields v o | O
red asterisks denote require -

t(ields. Qo .
Organization - GOHS Testing Inc

Follow the instructions listed below to add/remove/medify organization members.
Organization information | Organization Members | Organization Documenis | Organization Details

> Select Opproprigfe role Add/Edit Members

Administrators with the authority to add members to your organization can follow these steps:
Please complete the information below. All required fields are marked with an ™

> Authorized Official - e . b e i

. . . . Name | | [ g A
Highest ranking official e i |
> Agency Adminis*rqtor - g:::\::;: : Coni;irm Password | *
MO”’] COﬂ‘I‘OC‘I‘ Ond Date Active 12/11/2019 | Date Inactive ]

Role -- Select - v

manages the project. s

> Ag e n Cy stqff - FI n O n C I O | The fields below arg e’ sl S ony information by default. However, you may edit the information in any of the fields.

C O n _I_ C] C_I_ G n d m O This information m3 A ik you are creating the profile for from their Profile page.
gency Administrator
. y Address [
I
process claims L agency stan _zr B
City 1 [Georgia ¥ [* Zip code [55555 I

> Agency Viewer — Can S el ]
only view the grant and B | o ppoe| |
cannot change any
fields. Does not sign
signature page. O T s be

Powered by IntelliGrants ® © Copyright 2000-2019 Agate Software, Inc.




wm

Organization - GOHS Testing Inc

H Follow the instructions listed below to add/remove/modify crganizgs z
e r C o m p e I n g q Organization Information | Organization Members anization Documents | Organization Details
H H H Add/Edit Members
re q U I re I e S ’ C I C Administrators with onty io add members to your organization can follow these steps:

Please com| information below. All required fields are marked with an ™
Prefix  First  Middle Last Suffix_
save and add to s =
Title %New User
° ° Email newuser@gmail. com 7 I®
organization o *
g o Password sesscece i Confirm Password [recnnaes a3
Date Active [121112019 | ' Date Inactive

Role

The fields below are populated with the Organization infermation by default. However, you may edit the information in any of the fields.
This mformahon may also be edited by the person you are creating the profile for from their Profile page.

{123 new user place

Address |

1 1*
City Inew user = state [ Georgia ¥ " Zip code [30335 [
County | =
Phone #1 (404) 123-1234 * Phone #2 |(770) 987-6543 ]
Fax {(678) 456-7890 Cell Phone 1(279) 012-3789 |

Website iwww.newuser.org

) Top of the Page
Powered by InteiliGrants ® @ Copyright 2000-2019 Agate Software, Inc.



New User has
been added

ﬁpage Information

The infermation has been saved.

@) Back
Organization - GOHS Testing Inc

Faollowe the instructions lizted below to add/remove/modify organization members.
Crganization Information | Organization Members | OCrganization Documents | Crganizatien Details

Organization Members

Administrators with the authorty to add members to your organization can follow these steps:
= To add a member to your organization, select the Add Members link below.
» If @ member has already added his/her information in the system, you can search for the member.
= If you need to add a member's information into the system. select New Member.
= For more detailed instructions, select the Show Help button above.

Current Members | Add Members

_ Active -
B  Person Role Active Dates Documents Aszigned By
s G0OHSUser Agency Administrator 1162016 - Huff, Sean
AgencyAdministrator 118 VE2016
# GOHSUser Agency Adminisirator ¥ | |1/652016 -
AgencyAuthorized Oficial 10 ':%Téc,sieaan
# Taylor_Ms. Anne Agency Adminisirator v | [Tnaeois L GOHSUser,
30 AgencyAdministrator
TH32016
# GOHSUser AgencyStaff Agency Staff ¥ |1/62016 - Huff. Sean
= 11612016
#  Hamilton, Mz Michelle Agency Staff ¥ | [12ne01s L GOHSUser,
[ AgencyAdministrator
12172016
4 James Mr Thomas Agency Staff ¥ | 77206 L GOHSUser
" AgencyAdminiztrator
TiT2016
« GOHSUser Agency Viewer ¥ | |1e2016 - Huff, Sean
Agency\Viewer 1/6/2016
# festing, testzw Agency Viewer ¥ | 1132016 L GOHSUser.
AgencyAdministrator
1071
# UserJr Mr Mew Agency Viewer v | 12112019 L GOHSUser.

AgencyAdministrator
12F11/2019

Modified By

GOHSUser,
AgencyAdministrator
10242016

GOHSUser,
AgencyAdministrator
12172016

GOHSUser,
AgencyAdministrator
1212016

GOHSUser,
AgencyAdministrator




Traming Materials | Organization(s) |

@ Back
Organization - GOHS Testir_]g In_t: :

Follow the instructions listed below to add/remove’m

Drganization Information | Organization Members Organization Documenis Crganization Details

Now you have to add them to
the application:

Crganization Members

Administrators with th to add members fo your organization can follow these steps:

= For more detailed instructions, select the Show Help button abowve.

Current Members | Add Members

» Click on Organization

Sort By: | -———SELECT-—-— ¥ |[————SELECT-—— ¥ | Results Per Page |20 ¥
DOC U m e nis | | Person Role Active Dates D .AcE:r:“ts Assigned By Modified By
- SOHSUser, Agency Administrator =,
Agencysdministrator 118 T{IJSEEIESEH
= GOHSUser [ Agency Administrator v GOHSUser,
BosncyhuthorizedOfficial 10 St AgencyAdministrator
102472016
@ Taylor_Ms. Anne [Agency strator | [7r132016 GOHSUser GOHSUser.
T T 30 AgencyAdministrator  AgencyAdministrator
L TIM132016 1217220186
# GOHSUser AgencyStaff [ Agency Staff T | 162016 E HUF. Sean
| 2 UBI2016
# Hamilton, Ms. Michelle | Agency Stafi * | [12r12016 L SOHSUser.
P i = L] AgencyAdministrator
L | 12172016
@  James, Mr. Thomas [Agency Staff ¥ | [Fr7rzo16 T GOHSUser GOHSUser.
I 11 AgencyAdministrator AgencyAdministrator
L ) TIrR2016 12120186
« GOHSUser | Agency Viewer ¥ | _'1.1'51'2015 = Huff, Sean
Agencyisver o = byt
|« testing, testsw [ * | [1or13z016 00 L GOHSUser. GOHSUser.
i (e AgencyAdministrator  AgencyAdministrator
s | 107132018 12172016
W UserJr Mr Mew Agency Viewer | [12r112019 i GOHSUser,

ansncufdoninistrafor




Traming Materials | Organization(s) | Profie | Logout

Select the appropriate
document that the person B |

P Organization - GOHS Testing Inc
needs lI'o be qdded i'o Click on the name to view a specific deccument

Organization Information | Organization Members | Organization Documents | Organization Details

Organization Documents
Export Results to | Screen ¥ | Sort documents by: | Current Status v | [G2]

Document Type Name Current Status Year
General Application 2017 GA-2017-GOHS Testi-00021 Application Cancelied 2017
Young Adulis 2017 YA-2017-GOHS Testing-00007 Application Cancelled 2017
General Application 2017 GA-2017-GOHS Testing-00003 Application Funding Required 2017

eneral Application 2017 GA-2017-GOHS Testing-00011 Application Funding Required 2017
Gageral Application 2018 GA-2018-GOHS Testi-00006-C Application Funding Required 2018
DriverRgucation 2017 DE-2017-GOHS Testing-00021 Application in Process 2017
Driver EdiNation 2017 DE-2017-GOHS Testing-00026 Application in Process 2017
General Applichgon 2017 GA-2017-GOHS Testi-00016 Application in Process 2017
General ApplicatioNg017 GA-2017-GOHS Testi-00017 Application in Process 2017
General Application 2 GA-2017-GOHS Testing-00005 Application in Process 2017
General Application 2017 GA-2017-GOHS Testing-00006 Application in Process 2017
General Application 2017 GA-2017-GOHS Testing-00010 Application in Process 2017
General Application 2017 GA-2017-GOHS Testing-00012 Application in Process 2017

General Application 2018 GA-2018-GOHS Testi-00001 Application in Process 2018
ication 2019 i ication i 201G

General Application 2021 GA-2021-GOHS Testi-00002 Application in Process 2021 I




Th e' of i

Applications/Grants = Progress Reports = Claims | Final Reports

Traming Materiais | Organization(s) | Profie | Logout

@ Menu 9 Forms Menu e Status Chang_e_l e Management Toolsb Related Decuments and Messages

@) Back
> Hover over General Application 202 & CREATE FULL PRINT VERSION

Management Tools

Please complete all required forms below. Select the link above to create a printable
= . et —— version of the document.
m q n q g e m e n 0 O S Document Information: GA-2021-COHS

~ Details =
é CREATE FULL BLANK PRINT
VERSION Period Date /

Info Document Type B2l Sciect the link above to create a blank printable i Date Due
version of the document. D/GI502D. —GN30/051
General Application 2021 CH h Process SIS

MJA

> CIiCk on Add/Edii &, ADD/EDIT PEOPLE

Seiect the link above to manage the

P e o I e organizations associated with this document.
p Forms

Application Preject Informaticn

General Additional Information
Problem Identification
Documentiation Attachment
Program Assessment
AgencyAdministrator

Program Assessment Chart GOHSUser
11/26/2019 1:10:43 PM

0 DOEDOE

Project Objectives

Project Activities Evaluations
Media Plan
Resource Requirements

Self-Sufficiency

oD Do

AgencyAdministrator AgencyAdministrator
‘_f Darsannal Cansica NMataile DaAacitian CNAHCHIsar QNS icar




o Back

General Application 2021 Menu - People

The functionality on this page will allow you add. delete or edit people on this document.
Use the keyword search function to locate a person you would like to add. Select the check box next to the name in the search results.
r, you can uncheck the box next to the person(s) name under the Curmrent People Assigned area fo remove people.
After you perform your modifications, remember fo select the SAVE bution fo save your changes.

Document Information:
Details

Info Document Type

Current Status

Pericd Date [

Seneral Application 2021

> Locate the new user that
qu qdded Enter a name or partial namse:

Pearson Search

Current People Assigned

» Click to check the box to —
the left of the person’s a Soopamiss

Email

n q m e AgencyAuthorized Cfficial

| GOHSUser
Email

Ms. Anne Taylar
Email

AgencyStaff GOHSUser
Email

Iir. Thomas James
Email

Mz, Michelle Hamilton
Email

AgencyWiswer GOHSEUser
Email

S0OHS Testing Inc {(Agency Staff)

SOHS Testing Inc (Agency Siail)

GOHS Testing Inc (Agency Siaif)

GOHS Testing Inc (Agency Viewer)

Agency Staff

Agency Siafi

Agency Siafi

Agency Viewer

Mr. Mew User Jr.
Email

GS0OHS Testing Inc {(Agency Viewer)

Agency Viewer

fest=w tesiing
Email

S0OHS Testing Inc (Agency Viewer)

Agency Viewer

Date Due
SOHE Testing Inc Agency Administrator Application in Process :ﬁf]fgugu - 02/30/2021
Organization(s) Role Active Dates g;siu ned
GOHS Testing Inc (Agency - 262018 Grant
Administrator) Agency Administrator Sysiem
GOHS Testing Inc (Agency o 11/26/2019 Grant
Administrator) Agency Administrator Sysiem
SOHS Testing Inc (Agency — 117262019 Srant
Administrator) Agency Administrator System




> Select or enter a date in
the upper box under
Active Dates to the right of
the person’s name.

> Click Save

0 Back

General Application 2021 Menu - People

The functionality on this page will allow you add, delste or edit people on this document.

Use the keyword search function to locate a person you would like to add. Select thg
Or, you can uncheck the box next to the person(s) names under the Curmrent Bg

After you perform your modifications. remember fo select the SAVE b

0 =ave your changes.

k box next to the name in the search results.
e Assigned area to remove people.

Document Information:
Dietails

Info Document Type

Gensa PP plication 2021

Person Search

Enter a name or partial name:

Current People Assigned

W Cerson

Agen cninistrator
L GOHSUse
Email

AgencyAuthorized CriTTg
o GOHSUser
Email

M=z, Anne Taylor
Email

AgencyStaff GOHSUser
Email

IAr Thomas Jamess
Email

Ms. Michelle Hamilton
Email

AgencyViewer GOHSUser
Email

Mr. Hew User Jr.
Email

fest=w testing
Email

Period Date §

Organization Role Current Status Date D
SOHS Testing_Inc Agency Administrator Application in Process 'IQ?LOIQCIED - 02302021
- _ = Assigned
Organization{s) Role Active Dates By
GOHS Testing Inc (Agency . 112672019 N Grant
Administrator) Agency Administrator System
GOHS Testing Inc (Agency — 1172672019 - Grant
Administrator) Agency Administrator h System
(=Y, Testing Inc (Agency — 11262019 - Grant
AdminMegion Agency Administrator v System
GOHS Testing Inc aency Staff) Agency Staff v i
GOHS Testing Inc (Agency Staff] Agency Staff A I
GOHS Testing Inc (Agency Siaff) Agency Wegl A i
GOHS Testing Inc (Agency Viewer) Agency Viewer A i
) ) 120112019 1
GOHS Testing Inc (Agency Viewer) Agency Viewer A
Ll December, 2019 3
Su Mo Tu We Th Fr Sa
S0OHS Testing Inc (Agency Viewer) Agency Wiewer hl 24 35 25 7 OIS 9 3ID
i 2 ] L E 6 7
s 9 10 12 13 14
1t 15 17 18 19 20 21




DING NEW USERS TO OTHER

DOCUMENTS
* The new user can be added to a progress report, claim or
fravel request. Follow the steps on slides 11-15.

« Remember to use your “Save’ button.

* |f you are changing your signature page please see the
“Adding/Changing Signature Page” cheat sheet




GEORGIA GOVERNOR'S OFFICE OF HIGHWAY SAFETY
7 Martin Luther King Jr. Drive | Suite 643
Atlanta, Georgia 30334
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