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ADDING USERS

CHEAT SHEET 01/2023




WHO CAN ADD USERS?

»Agency administrators can add users

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



Log Into
e GOHS

State of Georgia Grant Management System for The
Governor's Office of Highway Safety and The Criminal
Justice Coordinating Council

Welcome to the State of Georgia Grant Management System for The Governor's Office of
Highway Safely and The Criminal Justice Coordinating Council. Please choose from the list of
options below:

* Go fo the GOHS home page
* Go fo the HHTSA home page
* Go fo the CJCC home page

Mew Users/How to get started:
EBecause this is a new online management sysiem, all users will need to register with the system.
AS a new user.

* The initial registration must be completed by an Agency Administrator of your crganization. Once
they complefe registration, they will receive email nofification of access approval. Click the New
User link abowve o register.

= Cnly one Agency Adminisfrator per crganization is reguired to sign on as a new user.

= Cnee the Agency Administrator receives access, the official can designate access to your
erganizational account to other staff members as they see appropriate.

This iz & government agency grant managemeant system. It is a system that requires authorization
for access. i you have any questions or if you need assistance registering. please contact:

= For GOHS - chamilteni@gehs.ga.gov or 404-856-5996

= For CJCC - 404-657-1256

Powered by IntelliGrants &

Login
Username GOHSAQen wﬂd_

Passworg |[ressere=

[LoGin ]
New User

Forgot Username/Password?
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Click on
Organization(s)

Instructions:

B Welcome AgencyAdministrator

Agency Administrator

ing for an Opporunity
:':nﬂ-"/
; Change Picture

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

Hello AgencyAdministrator, ple cose an option below.

u hiave 19 opporfunities available.
Select the View Opportunities button below fo see what is available to your crganization.

¢) My Inbox

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

) My Tasks

ou have 9 new tasks.
Youw have 24 fasks that are critical.
Select the Open Tasks bution below fo view your aclive tasks.

[OPENTASKS |

O Top of the Page
Powered by InteliGrants &

W HELP button abowve for detailed instructions on the following.
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Click organization

@) Back
Organization - GOHS Testing Inc

If you need to have your M
chamiltoni@gohs.ga.gov

Organization Info rma;' v |

Crganization Members

UMNS # updated, please send an email to

Organization Documents | Crganization Details

members —

Urganization Information

Mame

Legal Name
Federal Tax ID #
DUNS &

Account Code
Vendor Number
Address Code

ACH Location Code
Address

City
County
Phone
Email
Website
Type

GOHS Tesiing Inc

GOHS Tesfing

98-T634321 *
02-555-5555 |~

[T07014 - Granis - State Organizations

LAy

14630

4

000005

555 Test

Ll

|Tesling

* State | Georgia

| Houston County

r\

"rZpcodelsssss |

(555) 555-5555

i

Fax |

rhayes@gohs.ga.gov

L ¥F

Additional Organization Address

Select the Add an Address bution above to add ancther address.




Click add membaers

@ Back
Organization - GOHS Testing Inc

Faollowe the instructions listed below to add/remove/modify erganization members.

Crganization Information | Organization Members |

Crrganization Members

Crganization Documents

Crganization Details

Administrators with the authorty to add members fo your organization can follow these steps:
To add a member to your organization, select the Add Members link below.
If a2 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 d

Current Members

Add Members

Elect the Show Help butfon abowve.

Sort By: | ——-——SELECT-———- ¥ ||-~————SELECT-——- ¥ | Results Per Page |20 v | [G0]
- Active
B  Person Role Active Dates Documenis
«  GOHSUser Agency Administrator 162016 -
AgencyAdministrator 19
. SOHSUser. | Agency Administrator v | [wez016 -
AgencyAuthorized Official 10
+ Taylor, Ms. Anne | Agency Administrator * | [7r132016 -
30
7 BOHSUser AgencyStaff [ Agency Staff * | |[1/E2016 L o
- Hamilton, Ms_Michelle | Agency Staff v | [1z2012018 -
[
¥ James Mr Thomas [ Agency Staff ¥ | [77iz016 L
1
¥ BOHSUser, | Agency Viewer * | [1/Ez016 L
AgencyViewer
- festing, _tesisw | Agency Viewer ¥ | [10/13/20186 -

Assigned By

Huff, Sean
162016

Huff, Sean
162016

SOHSUser.
AgencyAdministrator
TMA32016

Huff, Sean
1e2016

SOHSUser.
AgencyAdministrator
12172016

GOHSUser.
AgencyAdministrator
TrR2016

Huff, Sean
1162016

SOHSUser,
AgencyAdministrator
10M1 32016

Modified By

GOHSUser.
AgencyAdministrator
107242016

SOHSUser.
AgencyAdministrator
1212016

GOHSUser.
AgencyAdministrator
12M12016

GOHSUser,
AgencyAdministrator
12M12016



Home  Applications/Grants  Progress Reports Claims

Training_Materials

Click New Member
Organization - GOHS Testing Inc

Follow the instructions listed below to add/remove/medify organization members.

Organization Information | Organization Members | Organization Documents | Crganization Details

If you need fo add a me 5 information into the system, select New Member.
« For more detailed instruction=Naglect the Show Help button above.

Current Members | Add Members

Person Search | | I.EEE.EH.II [HEW MEMBER ] I

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



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.

o 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: PasswordO1



NEW MEMBER USERNAME

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

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

« The new member cannot change the username.

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

« Example of a good username: 1stinitial and last name (bjones)




» Complete all required fields

(red asterisks denote require
fields.

» Select appropriate role

>

>

>

>

Authorized Official -
Highest ranking official

Agency Administrator -
Main contact and
manages the project.

Agency Staff - Financial
Contact and may
process claims

Agency Viewer — Can
only view the grant and
cannot change any
fields. Does not sign
sighature page.

@) Back

Organization - GOHS Testing Inc
Faollowy the instructions listed below to add/remove/modify organization members.
Organization Information | Organization Members | OCrganization Documenis | Crganization Details

Add/Edit Members

Administraters with the authorty to add members to your organization can follow these steps:
Please complete the information below. All required fields are marked with an =

Prefix  First Middle Last Suffix
Name L~ | || FL_¥]
Title |
Email iy
Username =
Password = Confirm Pagsword =
Date Active 120112015 | Date Inactive
Role - Select - ¥ [

Agency Authorized Official

The fields below arg

on infermation by default. However, you may edit the information in any of the fields.
This information ma

ou arg creating the profile for from their Profile page.

Agency Administrator
Address
Agency Staff el
City [ Georgia ¥ [* Zip code "
County Agency Viewer
FPhone #1 [ ETonT FE
Fax Cell Phone
Website

0 Top of the Page
Powered by IntelliGrants &
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After completing all
required fields, click
save and add to
organization.

4 " .”ﬂ- - .
Electronic Grants For The Office of Highway Safety

@) Back
Organization - GOHS Testing Inc

Followe the instructions listed below to add/remove/modify ocrgang
Crganization Information | COrganization Member rganization Documenis | Crganization Details
Add/Edit Members
Administrators with orty to add members to your organization can follow these steps:
& information below. All required fields are marked with an .

Prefix First Middle

Last Suffix
Mr ¥ | [Hew [ | [user [< [ar_¥]
Mew User |
Email newuser@amail_com |"
Username newuser -
Password = Confirm Password =
Date Active 12112019 | Date Inactive
Role Agency Viewer v =

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

123 new user place

Address
L=

City |new user [ state [Georgia ¥ [* Zip code 30335 =
County | Fulton County v
Phone #1 [(404) 123-1234 “ Phone #2 |(T70) 387-6543
Fax (B67S&) 456-T590 Cell Phone |{229) 012-3759
Website [|wwwnewuser.org

) Top of the Page

Powered by IntelliGranis & & Copyright 2000-2019 Agate Software, Inc.



Click a box to the
left of the new
user’'s name to put
a check mark to
the left of the user
name

And select a date
In the upper box to
the right of the
name

ﬁpage Information

The information has been saved.

) Back
Organization - GOHS Testing Inc

Faollove the instructions listed below to add/remove/medify organization members.
Organization Information | Organization Members |

Or Organization Documeniz | Crganization Details

Organization Mambers

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

Current Memberz | Add Members
B  Person Role Active Dates Active posigned By Modified By
Documents
o GOHSEUser, Agency Administrator 182016 | Huff. Sean
Agencyfdministrator 119 1.rs.féma
#| GOHSUser, Agency Administrator ¥ | (162016 L Huff Sean GOHSUser,
Agencyfuthorized Official 10 IFS.‘éCIIE AgencyAdministrator
10/24/2016
#  Taylor Mz Anne Agency Administrator ¥ | (7132016 L GOHSU=er, GOHSUser,
30 AgencyAdministrator  AgencyAdministrator
THA32016 12172016
| GOHSUser AgencyStaff Agency Staff ¥ | (162016 - Huff, Sean
23 1/6/2016
< Hamilton, M= Michelle Agency Staff ¥ | (1212016 | GOHSUs=er,
-] AgencyAdministrator
12M72016
James Mr. Thomas Agency Staff ¥ | (772016 | GOHSUs=er, GOHSUser,
" AgencyAdministrator  AgencyAdministrator
72016 12172016
GOHSU=er, Agency Viewer ¥ | (162016 l- Huff, Sean
Agency\Viewer 1/6/2016
festing, tesizw Agency View 100132016 | GOHSUser, GOHSUser,
AgencyAdministrator AgencyAdministrator
Imlﬁ 120112
UserJr. Mr. Hew Agency Viewer 1201172019 | GOHSUser,

AgencyAdministrator
12M11/2019




Now you have to add them to
the application:

» Click on Organization
Documents

Traming Matenals | Organization(s) | Profile | Logout

@ Back
Organization - GOHS Testir_lg In_c _

Faollove the instructions listed below to add/removelm

Crganization Information | Crganization Members Crganization Documents Crganization Details

Crrganization Members

Administrators with 1
« To ad

nty to add members to your organization can fallow these steps:

er to your erganization, select the Add Members link below.

mber has already added his/her information in the system, you can search for the member.
If you need to add a member's information inte the system, select New Member.

= For more detailed instructions, select the Show Help bution above.

Current Members | Add Members

Sort By: | ———SELECT-—— ¥ |[-——SELECT-—— ¥ | Results Per Page |20 ¥ | [G0Q]
- Active S
[ | Person Role Active Dates D T Assigned By
rd SOHSUser, Agency Administrator 162016 L Huff. Sean
AgencyAdministrator 119 WE2016
o~ SOHSUser, Agency Adminisirator r 1162016 =
AogencyAuthorized Official 10 e
« Taylor, Ms. Anne Agency Adminisirator ¥ | |TM32016 L GOHSUser,
30 AgencyAdministrator
TA32016
r SOHSUser_AgsncyStaff Agency Staff A 182016 L Huff Sean
= VEDO16
- Hamilten,_Ms. Michelle Agency Staff b 1212016 L GOHSUser.
-3 AgencyAdministrator
1212016
~ James Mr. Thomas Agency Staff b TITI2016 . GOHSUser.
11 AgencyAdministrator
TFR2016
] SoOHEUs=er, Agency Wiewer b 162016 - Huff, Sean
AgencyViewer 162016
d festing, tesizw Agency Viewer A 105132016 L SGOHSUser.
AgencyAdministrator
10132016
# UserJr Mr Mew Agency Viewer v | 12112019 | GOHSUser,

LAnencyAdministrator

Modified By

GOHSUser.
AgencyAdministrator
10242016

GOHSUser.
AgencyAdministrator
12172016

GOHSUser.
AgencyAdministrator
12112016

GOHSUser.
Agencyfdministrator
1212016




(1S

ria

Traming Malerialz | Organization(s) |

Select the appropriate © ot
document that the person Organization - GOHS Testing Inc
needs to be added to Click om the name to view a specific document.

Organization Information | Organization Members | Organization Documents | Organization Details

Organization Documents
Export Results to | Screen ¥ | Sort documents by: | Current Status v | [G0]

Document Type Name Curmment Status Year
General Application 2017 GA-2017-GOHS Testi-00021 Application Cancelled 2017
Young Adults 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
ral Application 2013 GA-2015-GOHS Testi-00006-C Application Funding Required 2018
Drriver Wgucation 2017 CE-2017-G0OHS Testing-00021 Application in Process 2017
Crriver Eduézgtion 2017 CE-2017-50HS Testing-00026 Application in Process 2017
General Applichgon 2017 GA-2017-GOHS Testi-00018 Application in Process 2017
General ApplicaticNg017 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-G0HS 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-2015-GOHS Testi-00001 Application in Process 2018

Semlieaticn o M 01
General Application 2021 GA-2021-GOHS Testi-00002 Application in Process 2021




Traming Matenals | Organizations) | Logout

» Hover over
management tools

> Click on Add/Edit

@ IMenu @ Forms Menu O Status Changgle Management Tu::u::-lgb Belated Documents and Messages

@ Back
General Application 204

Pleaze complete all reguired forms belowe

Document Information: GA-2021-C0OHS
- Details

Orgs

Seneral Application 2021 SoH

People

Forms

Status Page Name
= Application Forms

Management Tools

-
= CREATE FULL PRINT VERSION
Select the link above fo create a printable
version of the document.
& CREATE FULL BLANK PRINT
VERSION I Pericd Date /
Select the link above to create a blank printable s Date Due
wversion of the document. 1040172020 - 09/30/2021

Process -
A

&5, ADDVEDIT PEQPLE
Select the link above fo manage the
organizations associated with this document.

-

Iy Lasi Modified By

Application Project Information

General Additional Information
Problem ldentification

Documentation Attachment

Program Assessment

Program Assessment Chard

Project Objectives

Project Activities Evaluations

Media Flan
Besource BEequirements

Self-Sufficiency

« |FRFAPAFRFEN c INFRAFRFRFRP

5
L1
]
i
1
1
)
]
]
}
]
1
]
:
}
i
J
1
i
i
u
3
]
1
1

Agency Administrator
GOHSUser
117262019 1:10:43 PM

Agency Administraior AgencyAdministraior

ST e T T T [ .




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.
Cr, you can uncheck the box next to the personiz) name under the Cumrent People Assigned area fo remove people.
After you perform your modificalions, remember fo select the SAVE butfon fo save your changes.

Document Information:
Details

> Locate the new user that
WaS added Enter a name or partial name:

» Click to check the box to ® Ferson
the left of the person’s . gt
n am e AgencyAuthorized Official

Penod Date

Info  Document Type Ovganization Role Current Status Dote Due
General Application 2021 SOHS Testing_Inc Agency Administrator Application in Process :q?‘;m.fgogo - DE3 2021
Person Search
[ SEARCH |
Current People Assigned
Organization(s) Role Active Dates ‘;;Biﬂ"e"
So: Eé}rlr'l: Ei;er::glr? Inc (Agency Agency Administrator 1126/2019 g;g:gm
_d w E:?rm Ei;er::rr? LB (S Agency Adminisirator v H/26/2019 g;g:gm
wm f{?r:: Ei;er::glr? Inc (Agency Agency Administrator v 11/28/2018 g;zrelm
%EH_%WM GOHS Testing Inc (Agency Siaif) Agency Stafi L4
W S0OHS Testing Inc (Agency Staf) Agency Staff L4
W GIOHS Testing Inc (Agency Stalf) Agency Staff -
%’WM SOHS Testing Inc (Agency Viewer) Agency Viewer v
w SOHS Testing Inc (Agency Viewer) Agency Viewer v
e GOHS Testing Inc (Agency Viewer) | Agency Viewer v

Email




» 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, delete or edit people on this document.

Use the keyword search function to locate a person you would like to add. Select (g
Cr, you can uncheck the box next to the person(s) name under the Cumrent Bg
After you perform your modifications. remember to select the SAVE

eck box next to the name in the search results_
e Assigned area to remove people.
O save your changes.

Document Information:

Details
Info Document Type
Seng pplication 2021

Person Search

Enter a name or partial nams:

Current People Assigned

J=rson

AgencySgoinistrator
GOHSUse
Email

Agencyluthorized CrTTg
SGOHSUser
Email

Ms. Anne Taylor
Email

AgencyStaff GOHSUser
Email

Lir Thomas James
Email

Ms. Michelle Hamilton
Email

AgencyWiewer GOHSUser

Email

Mr. New User Jr.
Email

festsw testing
Email

Organization

GOHE Testing Inc

Role

SEARCH

Organization(s)

SOHS Testing
Administrator)

GIOHS Testing
Administrator)

[E1. Testing
AdminSgglor)

GOHS Testing

GIOHS Testing

GIOHS Testing

SOHS Testing

GOHS Testing

SOHS Testing

Inc (Agency

Inc (Agency

Inc (Agency

Inc Rency Staiff)

Inc (Agency Staf]

Inc (Agency Staff)

Inc (Agency Viewer)

Inc {(Agency Visewer)

Inc (Agency Viewer)

Agency Administrator

Current Status

Role

Agency Administrator

Agency Adminisirator

Agency Adminisirator

Agency Stafi

Agency Stafi

Agency =1

Agency Wiewer

Agency Viewer

Agency Viewer

Period Date §
Date Due

100172020 - 0WIN2021

Application in Process MR

Active Dates ‘;:siﬂ =
11/26/2019 - Grant
System
11/26/2019 - Grant
Sysiem
11/26/2019 - Grant
Sysiem

1241172019 I-

Ll Drecember, 2019 2
Su Mo Tu We Th Fr 3Sa
24 25 26 27 28 29 30

1 2 3 LS L1 6 7

s 9 10 12 13 14

15 18 17 18 1% 20 21




ADDING NEW USERS TO OTHER
DOCUMENTS

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

« Remember to use your “Save” button.

* If 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

WWW.GAHIGHWAYSAFETY.ORG
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