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Introduction

The purpose of this User Guide is to provide information and instructions that will help the external users (Grantees) to operate the JVSG Automated Modification Submission system effectively. The Guide is organized according to the flow of using the system to submit application packages for Annual and Interim Modifications, so that users can easily locate the desired information.  Screen shots (i.e., figures) are used to illustrate how the screens appear as you execute each step.  This Guide provides a foundation for user training and should be used as a desk guide.
Previous System:

Jobs for Veterans State Grant (JVSG) recipients adhere to the manual modification submission process as described in VPL 06-15 for annual modifications, and VPL 04-15 for interim modifications. Veterans’ Employment and Training Service (VETS) staff adhere to internal guidance to manually review and approve modification submissions. 
Moving Forward: 
The Department of Labor (DOL), Veterans’ Employment and Training Service (VETS) has worked with the Employment and Training Administration’s Office of Information Systems and Technology (OIST) to develop an automated system enhancement to electronically process JVSG modification submissions. This customized enhancement has been formulated within a new module of the existing Grantee Reporting System (GRS) for external grantee user, and EGrants for internal users. This implementation automates all JVSG modification submissions, reviews, and approvals, and is expected to significantly improve, streamline and accelerate the entire process. 

Beginning with the submission of Fiscal Year (FY) 2018 Annual Funding Modifications, the new automated process will replace the current manual annual funding modification submission process as described in VPL 06-15, Sec. 9.B. Additionally, beginning in FY18 the new automated process will replace the current manual interim-modification submission process as described in VPL 04-15, Sec. 10. C.  Please note: FY17 Interim modification submissions will not be processed within the automated system, only FY18 and future FY interim-modifications.

The following list provides System support contact information:
E-Grants Applications Support Group

· VETS – Program Office.
· E-mail E-Grants Support - appsupport.egrants@dol.gov
· Call E-Grants Support - 202-693-2682
Coverage is from 9:00am-3:00pm EST

Log On to Grantee Reporting System


To access the Grantee Reporting System, enter the E-Grants URL (www.etareports.doleta.gov) into your Internet browser’s address field.  The Grantee Reporting System – Login Page is displayed - similar to the screen below (Figure 1).  It is the first page that users see when they use this URL.
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Figure 1 - Login Page


The primary representative has been identified for each State that will process and receive system generated updates for your DOL VETS Jobs for Veterans State Grant modification submissions once the application is approved. To retrieve GRS account access for your JVSG grant, please contact the individual(s) that currently serve as the JVSG financial report certifier for your state that has already been provided to you by the Program Office. Please note: GRS log-in credentials are issued by grantee entity, not individually. The log-in credentials provided to your entity can be shared with all users as necessary.
Should you have any issues obtaining the log-in credentials for your entity, please contact GRS helps desk directly at: Appsupport.egrants@dol.gov.
Once the user enters the password to login, they would login and see a screen similar to (Figure 2). 
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Figure 2 - Landing page

Click on the “Access to the JVSG Formula Grants Mod Worklist for JVSG Formula Funding Representatives” to access the application package.
JVSG Formula Grants – Mod Worklist

Once the Grantee user logs-in they will see the “JVSG Formula Grants Mod Worklist” (Figure 3). The worklist will provide MOD information for Fiscal year starting in 2018. For each FY the requisite Projected Base Funds for the state are displayed, which were calculated by the Program Office through the Formula Funding Calculation. Grantees can leverage this information when they are filling out their application.
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Figure 3 - MOD Worklist
Figure 4, illustrates an example of MOD worklist where FY18’s Annual Modification request (MOD 0) is approved and an Interim Modification request (MOD 1) is rejected by the DVET. They are able to edit MOD 1 after rejection, and resubmit for approval.
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Figure 4 - MOD Worklist

JVSG Formula Grants – Data Entries for Modification Requests
VPL:

The first Tab on the application package is a VPL (Figure 5); the system also has a signed copy of VPL available for administrative purposes. 
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'VETERANS’ PROGRAM LETTER NO. 06-15 CORRECTED COPY

MEMORANDUMFOR:  ALL REGIONAL ADMINISTRATORS AND DIRECTORS FOR VETERANS® EMPLOYMENT AND TRAINING
ALL STATE AGENCY ADMINISTRATORS
ALL REGIONAL ADMINISTRATORS, EMPLOYMENT AND

TRAINING ADMINISTRATION

FROM: TERESA W. GERTON

SUBJECT: Tobs for Veterans State Grant Annual Funding Modification
Requests

1. Purpose: To provide guidance for the submission of Annual Funding Modification Requests to the Fiscal Year (FY) 2015-2019 Jobs for Veterans State Grant (JVSG) State
‘Plans to states and Veterans' Employment and Training Service (VETS) field staff.

2. Rel :
»  Title 38, United States Code, Chapters 41 and 42 (38 US.C. 41 and 38 U.S.C. 42) as amended by Public Law 112-56, the VOW to Hire Heroes Act, enacted November 21,
2011;
® 20 Code of Federal Regulations (CFR) Part 1001, Funding Formula for Grants to States, Public Law (P.L.) 111-275, Veterans' Benefits Act of 2010, enacted October 13,

2010;





Figure 5 - Application Package - VPL

VETS 401:

Form VETS 401 is an OMB approved form, used to provide budgetary information summary. The system has implemented validation alerts on all forms to facilitate the Grantee and VETS internal staff reviewing these applications. All fields on form VETS 401 are required. The user will be able to save data by clicking the ‘Save Form’ button; saving data after every few minutes is encouraged so that the user doesn’t lose any changes in the event of a system timeout (15 minutes). Instructions for Form 401 are listed at the bottom of the page. Figure 6 and 7 illustrates functionality on Form 401.
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BUDGET INFORMATION SUMMARY Expiration Date: 5/31/2019
SECTION A - GRANTEE IDENTIFICATION INFORMATION
Grant Number. State: CONNECTICUT Date Prepared
SECTION B - BUDGET SUMMARY BY CATEGORY
U.S. DEPARTMENT OF LABOR FUNDS.
‘Allinput fields are required for Section B,
Object Class Consolidated DVOP/LVER
Categorios DVOP Activities A ites LVER Activities Incentive Awards Total JVSG
1. Personnel

2. Fringe Benefits

3. Travel

4. Equipment

5 Supplies

6. Other

7. Total Direct Costs

(Lines 1-6)

8. Indirect Costs

9. Total Program
Costs (Lines 7 +8)

SECTION C - FORECAST FEDERAL FUNDING NEEDS




\

Figure 6 - VETS 401
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Figure 7 - VETS 401 - Validation Alert

VETS 501:

Form VETS 501 is an OMB approved form that provides staffing information. The system has implemented validation alerts based on instructions and recommendations by the program office to facilitate the Grantee and VETS internal staff reviewing these applications. The user will be able to save data despite any validation alerts that are triggered, by clicking the ‘Save Form’ button, saving data after every few minutes is recommended so that the user doesn’t lose any changes in the event of a system timeout (15 minutes). Instructions for Form 501 are listed at the bottom of the page. Figure 8 illustrates functionality on Form 501.

· As a best practice, save Form 501 after entering data in the first row of the form.

· User can click on ‘Add Row’ for a new entry. ‘Delete Row’ can be used to remove any staff/row that is not required. Note: Please only edit the first row, do not delete it. Fields marked with ‘*’ on form VETS 501 are required.

· To remove a date, click on the date field and press ‘Delete’ button. Pressing back-space would take you the previous page on the browser.
· NOTE: A validation alert will trigger when a Consolidated DVOP/LVER position is indicated in Column (g) and "1" is indicated in Column (j) as a Program Manager. Please disregard this alert, this is not required and will be removed in future enhancements to the system.
· NOTE: States that choose to identify  
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JOBS FOR VETERANS STATE GRANTS (V50) OMB Conte e 1262
STAFFING DIRECTORY Expiration Date: 5/31/2019

SECTION A - GRANTEE IDENTIFICATION INFORMATION

Grant Number: State: CONNECTICUT Date Prepared:

SECTION B - STAFFING INFORMATION

* Required Fields

(a) (b)and (c) (d (e) [G) (@) (h) (@) [0} (k)
DVOP [Consolidated| LVER |Position [Program|Filled by|
(Office Number, Name and Address| ~ (b) Grant Funded Staff Name  [Date Appointed|  Date Last DVOPILVER Vacant |Manager| A Non-
(Last Name, First Name) toCurrent | Completed Veteran
(¢) E-mail Address Position | NVTI Required
Courses for Enter "1" for Full-ime position or
Current *0.5" for half-time position (Note: A Consolidated
Position DVOP/LVER can only be a single full time position)
Delete Row
Office Number [ Grant Funded Staff Intensive
Sute200 |* Senvices Coordinator ICS
[200 Broad Ave N John N
Street Address M 07/102017 ! !
Hartiod | Doe - o July 2017 °
[CONNECTICUT ___v]* | [john doe@gmailcom |~ w Mo Te we ™ Fr sa
os001 |*
1
‘Add Row 2 3 4 5 6 7 8
9 10 1 12 13 14 15
sectionc-Toral| 16| 17] 18] 19] 20| 21] 22
23 24 25 26| 27| 28| 29
1) Number of Half-time Positions| o 0
| 2) Number of Full-time Positions| Y
‘ 3) Total Full-Time Equivalent (FTE) Positions| 1 1
J 4) Total FTE Positions Filled 0

Instructions for Completing VETS-501 (JVSG Staff Directory): Note: Insert or delete rows in Section B, as necessary, before saving and submitting.




Figure 8 - VETS 501

SF-424 M:

Form SF-424M is an OMB approved application for Federal Assistance form. Fields marked with ‘*’ on the form are required. The system has implemented validation alerts based on instructions and recommendations by the program office to facilitate the Grantee and VETS internal staff reviewing these applications. The user will be able to save data despite any validation alerts that are triggered, by clicking the ‘Save Form’ button, saving data after every few minutes is recommended so that the user doesn’t lose any changes in the event of a system timeout (15 minutes). Instructions for SF-424 M are listed at the bottom of the page. Figure 9 is an illustration on SF-424 M.

Please Note: Enter ‘0000’ at the end DUNS number, if using 9 digits instead of 13. 
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Figure 9 - SF-424 M

Funding Staff Summary:

This form has been added by the program office to summarize the funding and staff. Fields marked with ‘*’ on the form are required. The ‘Funding’ section of the form needs to coincide with data entered on Form VETS 401. The ‘Staff’ section of this form needs to reflect the actual amount of staff supported by JVSG funds. NOTE: in some cases, the staff amount indicated on this form may not coincide with the VETS 501. However, cross-form edit checks have been implemented to validate the data entered on these linked fields. The user will be able to save data despite any validation alerts that are triggered, by clicking the ‘Save Form’ button, saving data after every few minutes is recommended so that the user doesn’t lose any changes in the event of a system timeout (15 minutes). “Cost Per Position” fields are automatically calculated on this form, figure 10 illustrates functionality on this form.
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Save Form
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Validation Alert x

The Total Funding Amount Requested to Support

* Required Fields

Staff for DVOP Activities should equal the Total

1.DVOP *

Program Cost for DVOP Activities on Form VETS-
401, Section B, Line .

$5.00

2 LVER*

3. Consolidated *

4. Incentive Award *

Total

$5.00

* Required Fields

1. DVOP FTE

Full Time *

Half Time *

Cost Per Placement

Ok

2 LVERFTE

Full Time *

Half Time *

Cost Per Placement

3. Consolidated FTE *

Cost Per Placement





Figure 10 - Funding Staff Summary

Document Uploads:

This tab offers the user functionality to upload additional documents to support their application. Additionally required documents include: the Transmittal Memorandum and the Assurance Certificates. The user is only allowed to upload files in a Word, Excel or PDF format.
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Figure 11 - Document Uploads

Validate & Submit:

This tab provides information on all the validation violations that are still pending. The user needs to click on ‘Validate Forms’ button to display the Validation Alerts. User should review validation alerts and make any necessary corrections prior to submission. With the exception of ‘required fields’, all other validation alerts can be ignored at the user’s discretion and the user can submit their application despite validation errors. NOTE: All validation error messages will be visible to VETS internal staff responsible for approving the modification. User will not be able to see the ‘Submit for Approval’ button if (1) all the forms have not been saved or (2) there are any pending required fields on any of the forms that have not been completed. Prior to submission, user should ensure modification is complete and accurate. This system has a single submission functionality, the user will be unable to reverse certification of submission once sent to the approver. Once submitted, the grantee can access the package in a ‘View-Only’ mode. If the grantee would like to make any further changes, a request can be made to the DVET to reject the submission back to the grantee user. Figure 12 illustrates the Validate & Submit tab.
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Figure 12 - Validate & Submit
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Figure 13 - Modification Request Submitted for Approval

Modification Request, Approved:

Once the National Office approves a modification funding request the Grantee user will receive an email notification and see an approval message as illustrated in Figure 14. NOTE: The grantee user can 
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Figure 14 - Funding Request Modification Approval Notification

Modification Request, Rejected:

If the DVET rejects a funding request modification the Grantee user will receive an email notification and see the MOD status as ‘Rejected’ (Figure 15). If the DVET has included ‘Reasons of Rejection’ the grantee user will  see a blue highlighted ‘Rejected’ status, figure 15 illustrates the pop-up window that the grantee will be able to see.
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Figure 15 - Rejection Comments
Interim Funding Modification Requests:


Once the grantee certifies the Annual modification, the system allows immediate access to the Interim MOD (MOD 1) as illustrated in Figure 16. An interim modification request can be initiated at any time after submission of the annual modification. The system puts no limit on the amount of Interim MODs that a Grantee can submit.
 
Figure 16 illustrates how to access the Interim MOD by clicking ‘Create’ for MOD 1. Maximum amount of information is pre-populated into the Interim MOD from the Annual MOD, e.g. Form 401, Form 501, SF-424M.  Figure 17 illustrates prepopulated data on Form 401 (please note: form 501 will also be pre-populated and SF-424M will be partially pre-populated). The Grantee user can edit and make any necessary updates to the forms. 

Once any necessary updates are made to the forms, the grantee user will proceed using the same steps as described for the annual modification and complete the funding staff summary, upload required documents, validate accuracy and completion of request and submit for approval.
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Figure 16 - Interim Modification Request
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JOBS FOR VETERANS STATE GRANTS (JVSG)
BUDGET INFORMATION SUMMARY

‘OMB Control Number 1293-0009

Expiration Date: 5/31/2019

SECTION A - GRANTEE IDENTIFICATION INFORMATION

Grant Number:

State: CALIFORNIA

Date Prepared: July, 19 2017 11:49:09

SECTION B - BUDGET SUMMARY BY CATEGORY

U.S. DEPARTMENT OF LABOR FUNDS

Allinput fields are required for Section B.

Object Class Categories DVOP Activities Consolidated DVOPILVER LVER Activities Incentive Awards Total JVSG
1. Personnel 100 100 $1.00) $3.00)
2 Fringe Benefits 100 100 $1.00) $3.00)
3 Travel 100 100 $1.00) $3.00) R





Figure 17 - Interim MOD has forms pre-populated from the previous MOD



JVSG Automated Modification Submission System 
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