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Overview

Welcome to JustGrants!

JustGrants is the Department of Justice’s (DOJ)
new web-based, streamlined grants
management software.

JustGrants provides applicants and grantees tremendous transparency
and an improved user experience throughout the entire process of
grants management. JustGrants offers applicants and grantees:

Efficient processes that allow for tracking progress and entering
data directly;

Improved data accuracy and access to that data through data
validation and reporting tools;

Organizational profiles with increased visibility for applicant and
grantee organizations into all their grants and applications across
DOJ;

Enhanced availability and automation of electronic forms, reducing
the need for uploading attachments and manual data entry; and

Integration with SAM.gov and Grants.gov to maintain consistent
entity information and to reduce duplicative data entry.

improve over time. DOJ will continue to enhance the

JustGrants is your tool for a//grants management work.
v Plus, this software is a living product that will evolve and

software’s functionality and expand benefits for all users.
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Overview (Continued)

This Job Aid Reference Guide will help you navigate the software as
you move through JustGrants grants management functions, including:

* Feature overviews;
e Step-by-step instructions;
9, * Infographics;

* Glossary terms; and
* New feature summaries.

This guide is part of a larger training resource library
that includes self-guided elLearning videos and
infographics. All training resources are accessible on
the JustGrants Training & Resources page.

IMPORTANT

During the initial release of JustGrants, please be aware:

* The system does not “auto save” your work.

* You will see a warning message after 10 minutes of
inactivity (per security requirements).

* You will be automatically logged out if you are
inactive for 15 minutes (per security requirements).

* Unsaved work will not be saved at logout.
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JustGrants Initial Release

JustGrants is brand-new system software. What you will
be using is the initial release. Using this version,
you will have everything you need to:

* Apply for funding;
* Accept or decline awards; and
* Manage awards.

JustGrants is a work in progress as the
developers build out features and respond to
user feedback. If you want to visualize this, think
of JustGrants as a house you are building. You
start with the basics: walls; roof; and a door. The
building is livable.

Every so often, you add new features like an extra bathroom, a front
porch, or a deck. After all major elements are in place, you can continue
to personalize and modify to make it ideal. JustGrants is built similarly—
access now with finishing touches as we go along using it.

Despite this continued development, the initial
release of JustGrants is already a better experience
than the previous software. JustGrants was
developed specifically to improve upon the existing
system software.

All aspects of grant management have been
integrated into this new, single system, allowing you
to enter information into an application, access it,
accept your grant package, manage your funded
award, and complete your Closeout activities.
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Submitting Financial Reports Overview

You are now at the stage in the process where
your entity will need to submit Federal Financial
Reports (FFR). JustGrants will help you all along
the way.

In JustGrants, an FFR is submitted by a Financial Manager. FFRs
may be submitted 10 calendar days or less from a reporting
period end date until the due date. Once the due date passes, a
delinquent report will continue to be able to be submitted by a
Financial Manager.

A Financial Manager also has privileges to edit and resubmit
FFRs. The most recent Quarterly FFR can be reopened and
resubmitted if the due date has not passed. Similarly, a Final FFR
can be reopened and resubmitted up to 90 days after the project
period end date.

You must contact your awarding office to reopen and resubmit a
final FFR beyond 91 days after the award end date. Funds are
frozen one day after the due date if the report is not submitted.
Funds are released once the delinquent FFR is submitted.

FFR reporting quarterly periods and due dates are on

the following page.
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Important Dates:
FINANCIAL REPORTS

Date range reported
for the Federal
Financial Report (FFR)

Jan. 1 - Mar. 31

April 1 - June 30

July 1 - Sept. 30

Oct. 1 - Dec. 31

Date the funds are
Date the FFR is due frozen if the FFR is not

for submission submitted

October 30 October 31

January 30 January 31
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Key Takeaways

* Financial Managers may submit FFRs 10 calendar days or
less from the reporting period end date until the due date.
Once the due date passes, Financial Managers will continue
to be able to submit a delinquent report.

 To enforce FFR compliance, JustGrants will collect the FFR
and communicate with the ASAP account and will lock out a
grantee if they have a delinquent submission.

 (@Grantees can reopen and revise submitted reports prior to
the due date.

 Web-based FFRs in JustGrants is modeled after the
structure of the OMB Standard Form 425 (SF-425).
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Entity Users

Federal Financial Reports

Validations

Line
Number

Federal Share of
106 Expenditures

Federal Share of

10f Unliquidated

Obligations

10h Unobligated Balance
of Federal Funds

Description

10 Recipient Share of
_I Expenditures
Unexpended
100 Program Income
11 Period To (Indirect
C Cost Rate)

111: Federal Share
(Indirect Cost Rate)

Validation
If less than the previous reporting

period, the user must enter a
response in Block 12.

For final reports, this cannot be
greater than zero.

This cannot be negative.

If less than the previous reporting
period, the user must enter a
response in Block 12.

This cannot be negative.

Date must be before 11c Period From
(Indirect Cost Rate).

Must be equal or less than 11e,
Amount Charged (Indirect Cost Rate)

1 1f Federal Share
(Indirect Cost Rate)

This cannot be negative.
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Submitting Financial Reports Steps 1 -3

My Worklist

_ P

STICE SRANTS 5

@ Home Welcome EXT Financial Manager
& Endity Profike
o Alefte (1)
# Endity Users
7 WARNING: System Under Construction 815620 227 P
{2 Enfity Documents
ications.
My Warkli
3 Awards
Seeuis
IE Manitaring
Case 1D DeteDpe  lhigency Case Type Case Stalus Last Updatad
m Federal Fams
F3aos  ameaw 2 sl Fnmsie Repol
il — Federal ol Fep ot
1201 Federal Financial Reps orl
Huand
AT Loty Document Fi
F-5003 Feederal Financial Fizpon
€9 Cay! Gaanl Aves
F Funded A
Privacy Pallcy
Recents
unded &
undad Saard
fusim

FFRs assigned to you appear in My Worklist.

1) Navigate to the Home link on the left-hand side
2) Go to your Task List
3) Open the FFR you want to edit/submit.

—©
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Submitting Financial Reports Steps 4 - 5

Open FFR

® 2ushuanss 10 @
JUBTIEE GRANTS SYSTEW
~ [ —— -
-LJ Federal Financial Report == felnm
iy Entity Profils
Entity Usars 1. ReciplantInfo 2 Fepost Infonmatior 3. Ramarks & Cantification
Entity Documents
Applications  1.Federal Agency and Organizational Element to Which Report is ULE, Desarent of Juslice
Submitted:
0 Awards Federal Agency and Organizationsl Element lo Which Report is Submitted
- &.Federal Grant Or Other identi h‘ ng number: 1
& This is the grani number assigned to the award for this program
B (Mame ang plete address i @ Lip code)

This is tha crganization nama and complats addness of the rcipisnt arganization

Recipient Organization Mame: Sample Digarizalion
Streat 1: 123 First Streel
Strest 2:
City: Friscn County: Callin
Stote: ™ Province: Tast Provinca
cy Polic
Country: usa ZIP [ Postal Coda: 12345
Recents
Funed Award
- 42 DUNS Number 1234DUN
Thika i the Dista Universal Nurbering Syatem Numbsr [DUNS) sssigned o the ecipisnt
Funded Award arganization
Parfomanca Rep - 4b, EIN SHTEEIN
i

This is tha Empleyar Idantificaticn Humbar (E1N) of the racipiant arsarization

fumy's P Demo for Sofidiat
Active Award p \
[ Coameal St
htt e/ stage-grants ojp Lackop.gav/ proselymiul_SNI2BurLithSKaCilent S 1A pcOP THIKpsnCMWS 26 1S TANDARE pfiost Data = 108953001 e - 1

The first page is prepopulated from the award document.

4)  Once the FFR opens, the Recipient Information appears.

5) Select Continue to move to the next screen.

Note: The data on this page is prepopulated from the award document
and the entity profile

= =0

‘ ‘ ‘ ‘ ‘ Submitting Financial Reports Reference Guide | 13



Submitting Financial Reports Step 6 - 7

Report Information

o

Fuuraias Auwaed (FARHI)

Han —== Ackors ~ }
0 Fo Federal Financlal Report (FFR-11) EZI ( actom - )
il Entity Profiie =
# Entity Usar 1. Redipient knfo 2. Report Infarmation % Remarks £ Carifcation

" Entity Documenis

o Applicasions b Bcipion Accourd Sumber
Entes the account nursber or ary céhar ider¥ying rumbar assigned by the recicrt fo the
B Awards award. This numbsr iz for e racipient's usa only and s not requirsd.
) ) “ 6. Repon Type
H Monkaring ‘A final repart shall be submitte< within 50 days sher tha grant period end dale. Final 0 Quarerly
B Feterl o ~+ 7. Rusia O Aceounting Cash 0 Accoual

Specily whether a cash or &ccrual Dasis was used Tor recording ransactions relaled 1o the
award and for praparing this rapert Accrual hask of accounting rafars bo the accounting
method in which sxpenses are recorded when incurad. For cash basis accounting.
expenses. are recarded when they are paid

e B PunjectGeant Period Frem
Enler lhe prejectigrant pariod {start and end dale). This should encempass B Leginning
date of the ariginal award and ths latest ending date under the award numbar

~ 8. Aeporang Feriod Frem T
Enter the start and end date of the reporting pericd. Federal Finandal Reports vl be
submitted an & quartesty basis. A fnal FFR shall ba submitted 21 the compietion of the.
i ay L The felloving i s shall be used for quaslerdy reperls -

October 1 - Diacamber 31 {due by Jarwarg 203 - January 1 - March 21 (dus by Aped 30) -
Apil 1= June 30 (due by July 30) + July 1 - Seglember 30 {dws by October 30) Quartery
raports shall he submittad no later than 30 days after the and cf aach reparting parind
Finsl reports shal be submitled no kzer than 50 days afier the projact or grant pered snd
date:

Faivacy Pofcy 10.Transactions:
Recents See
Cummulalive
Funced Award
B Federal Cash:
Funded Award

~ 14a.Cash Receipts
[ not enter any Information In this feld. COPS, OUR, and OV do not require & Grantes 10 rapart this Information

Performanca Rapart
PR

A Demao for Salicital
Active Funded Award e \ I, Y

Enter information in the fields.

6) The Report Information screen contains several required fields.
a) Enter the Recipient Account Number.
b) Select the Report Type.
c) Select the Basis of Accounting.

7)  Scroll down to the Transactions section.

) —o—0-0)
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Submitting Financial Reports Step 8

SRANTS S¥ETEW

Furaied v (FAR-S]

Federal Financial Report [775-11) B

. Transactions:
8 Cummulative

- wdaral Cash:

Al Fiederal share of expenditures © | s10.00
Enter he cumulative amounl of federsl fund expenditures.

- 08 Fedaral Share of Lnkguidated Obligations 0.00
(Entar the cumulative amount for the federal share of unbquidated obligatons. On & cesh basis, unligui

o Al Cash Riceipts
(Do ol enber arry infcamation in Lhis field. SOPS, OJF, and OV do not reguine 8 Granbee to reporl tis information.

o 40B. Caah Disbraimasis
Do ot anbar arvy Information in this flald. COPS, OUR, and OVW do not reguire 3 Grantss to report tis Information

“+ 10c. Cash om Hand fline a mings bj
Do ot antar ary Information In this flald. CORS. OJR and AW do not reguire 8 Grantsa to report this Informstion

T E T SR i GrOO e saee

= 10, Total Federal funds authorized
The total Fedaral funds autharized as of tha reparting period end date

$10.00

ey

Seeal

incurrad but nat yet paid They includs direct and inditect expenses incurred bt nol yet paid ar charged 1o tha avward, including amcunts
4w to subraciplents or conbractors. On an accrusl basls, the oblgations are Incurmed, bt the expandiures hava not yet been recorded.
On the final repert. for sither cash or acerual basis, I}n Line slwnldbeum(l?} D ol include arry amount in Line 101 thal have been
rapartad in Ling 10E Inciude the unliquidated bl that wil be. of by tha and of tha recct quaniar. To nat incuds any amount
i Ling 101 for & fubure commitment of funds (such a5 & long-term contract) e which an chligation or expense wil not be incurred by e
and of tha naxt quartar

“ 10g. Total Federal share (sum of lines & and i
The sum of Lines 108 and 10f.

~ 10h. Unobligated balance of Federal Funds {line d minus )
B The amaunt of Line 10d minus Line 10g

Reciplant Share:

for Solicitat

“* 104, Total recipient share required

ward

[
jusclaj.gou pravebimbu €_INE Sl MSKOENeqC Sx1 BARCOETH K psr iz STANDAR D Tz fostOata=- 10BS580517%

510,00

35000

Save

8)

The following fields are not editable because they are not required
for DOJ:

a) 10a. Cash Receipts
b) 10b. Cash Disbursements
c) 10c. Cash on Hand (line a minus b)

)—0
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Submitting Financial Reports Step 9

Report Sections

et Aweard (FAWN-2S)

:ud-ral Financial Report (77711 EZ3
10.Transactions:
Cummulative
= Fadaral Cash:

o Ala.Cash Receipts
Do mol enter any information in Lhis field. COPS. OJF, and OVW do not reguire 8 Grantee to report this information.

Do et antar any Infomnation in this flald. COPS, OJP, and CVW do not reguire a Grantes to repart this Information

s
@ “ 10¢. Cash on Hand (line a minus bj

Do et ntar any Infomnation in this flald. COPS. OJP, and OVW do not reguire a Grantes to repart this Information

Federal Expenditures and Unobligated Balance:

= 1, Total Federal funds authorized $10.00
The tatal Fedaral funds autharized as of tha reparling pericd end date

A0 Faderal share of sapendituies $10.00
Enter the cumulalive amount of federsl lund expenditures.

= A0 Fedural Share of UnSquidated Obligations 000
Enter the cumulative amount for the fedaral share of unquidated obligations. On a cash basts, unliguidated obligations are obligations

incurred. but nat yet paid. They inchide direct and indirect expenses incurred bt nal yet paid ar charged io the award, including amounts

=l dus to subreciplents or contractors. On an accrual basls, the obdgations are incurred, bat the expandiures hawa not yst been reconded

‘On the final repost. for sither cash or accrual basis, this Line should be zero (0). Do nol indude amy amount in Line 101 that have been

reportad in Ling 10E. Incuds the unliquidated obligations that wil be axpansad by tha and of tha next quarter. Dia nat induds any ameant

in Line 101 for & future commitment of funds [such as & kng-term contract] Tor which an cbligation or expense wil not be incurred Ly the

and of the naxt quartar

“+ 10g. Tctal Federal share (sum of lines & and [ £10.00
The sum of Lines 10s and 10f

~ 10h. Unobligated balence of Fedeml Funds {line d minus g} F0.00
- The amaut of Line 10d minus Line 10g
Raciplant Shara:
for Solicilal
01, Total recipient share raquired #5000

ward

Many fields in the FFR have validations.

9) Enter information in the following fields as appropriate:

10d. Total Federal funds authorized 10h. Unobligated balance of Federal Funds
a) Prepopulated from the Award Document (line d minus g)

10f. Federal Share of Unliquidated Obligation a) System Calculated
a) Insert as appropriate 10i. Total recipient share required

10g. Total Federal share (sum of lines e and f)
a) Insert as appropriate
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Submitting Financial Reports Step 10

Report Sections

Funded dward (FAW-24

Federal Financial Report =

S
~ 400 Total recipient share reguired 35000
Entar tha total requirsd racipient hars for grant perind spacfiad in Ling B Tha ramuirad recipiant shara should incuda 3 masching and

coat sharing provided by recipients and thind-party providera to meet the level required by the sragram. This amount should notinclide
nefils «cost sharing and match amaunts in axcess of the amount required by the program (for example, cost averrunes for which tha recipiant
incurs adoitional sxpensss and, thersfors, contrbutes & greater |eval of cost sharing or match than the leval reguined by the pragram)

o A0 Recipient abase of expendinges £50.00
Enter he recipient share of sctual cash dsbursements of autlays (eas any rebates, refunds, of other credis] inchding payments Lo

subrecipiants and contractors. This amaunt may incuds tha vaiue of alkawabla third party inkind contributions and recipiant shars of

program income used to finance the non-Federal share of the preject or program. Mote: On the final repoet this line should be equal to or

greater than the amount of Line 100

= 10k, HEmaining recipient shans b2 be provided (e | mmus 30.00
The amounl of Line 10§ minus 10

Program Income:

o A0, Testal Facksmal progeam income saenad
Enter e smourd of lederal program income earmed. Do nol repork any pragram incame here that is being allocated as parl of the
racipiants cost sharing amount includad in Lina10) 1f this is a final rapart, this fisld is nequired and may not ba lefl blank. bt 3 zaro (0]
iy be enbered.

~ 10m. Frogram Income expended In accordance with the decwction alternathoe
Entar the cumulative amount of program incomsa that was rsed 1o reducs the Federal share of the total praject costs.

o A0n. Program Incems eapended in accordance with the addition altemative
Entar tha cumulative amaunt of program incoma that was addad o funds committed to tha total projact costs and expended to further
eligivle project o program ectivilies

o A, Usrenprenidud o ogram scom (line | minus B m or e o) 50.00

e nmOLn ST LeE TOTEan TOm oI

= 11. Indiract Expense:
11a Salect sithar Mot Applicabla or the appropriats indiract cast ratais)

11l Enter the indirect cost rabe(2) in affect during the reporing pedied
11c Enler e beginring and ending ellective dales lor the rate(s)
11d Enter the amount of the base against which he rate(s) was applisd
11&.The amount of indiract costs charged during the time parod specified. (11b x 11d)
111 Enter the Federal share of the amount In 112, u=ing & dolar amount, ot 8 percentsge.
wpart
11a Typa of Rata(s) 11b Rata 11c Pariod From 11c Pariod Ta 11d Basa 118 Amaunt Chargad 111 Federal Share

2 for Solicital

De minimis B 10.0% 312020 . 2282021 | §100.00 $10.00 5100.00

ward

Many fields in the FFR have validations.

10) Enter information in the following fields as appropriate:

a) For discretionary awards, the recipient share will be prepopulated from the
budget summary.

b) For Formula awards, the recipient share will need to be inserted.
c) 10j. Recipient share of expenditures

a) Insert as appropriate
d) 10k. Unobligated balance of Federal Funds (line d minus g)

a) System calculated
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Submitting Financial Reports Steps 11 -12

Report Sections

£ Monitoring

2 Federal Forms

& Home Furcied Amand (ZAVE-54 .
Federal Financial Report ==
Reciplant Shars: -
< V0L Total recipient share required 35000

Enler the Iotal required recipient share for grant pericd specified in Line 8 The required reciient share shoulf indlude all matching and
cast sharing provided by racipients and third party providars 1a meat the level raquired by the program. This amaunt should nat include
o8 Bharing and match amounts in excess of the amount raguirad by the program (far sxampla, cost avamunes far which tha raciplant
ncurs additionsl sopansss and, therefore, contributes & graater level of cost snaring or match than tha level requirad by the program)

“ 10 Recpont share of expenditures 35000
Enter the reciient share of actual cash diskursements o cutlays (less ary rebates, refnds, or cther credits) inchuding paymenls to

subraciients and corsractars. This amaunt may inclucs the value of alowabis third party in&ind cantrisutions and recipisnt shars of

program Income usad to financs the nan-Faderal shars of tha prajact ar program Kose: On the Snal report this Ina should be aqual to o

graater than the amount of Lina 101

= 108 Resmaining recipent shars bo be provided (ine | mavas |} 50.00
The armourt of Ling 104 minua 10

Progeam Mcome:

~ 10L Total Federal program imcome camed

Entar tha amourt of fadaral program incoma samed. Do nat regant any pragram Incoma hers Sat |5 being allacated a3 part of tha
recipients coal shaning amount indweded in Lina10j. 1 this is a final report, this fiekd iz required and may not be leit blank, b e Zero (1)
may b erfured.

' 10m. Program Income sxpended i accordance with the deduchion alernative
Entes the curmlalive smount af pregrarn iicoms tht wes used to reduce S Fedsrl share of e otal project costs,

~ 10n. Propram Income expended in accordance with the addition ahemative
Entes the cummlathve amount af pregrarn incume tht was added Lo funds commilted Lo the tolal project costs and expended Lo futher
alighie prajoct or program acthtics

o 00, Unexpended program incoss (line | s line m of line o] 3000
Th arnouri of Ling 104 from 10m or 10n.

Privacy Policy
Recents Seea

Funded dwsard

Fundad Award

Parfarmancs Report

Amy'z PM Dama for Solidtas

A ‘ndad Award

< 11, Indirect Expense:
112 Select sither Mol Applicable or the aparoprists indirect cost rales)
11b Ertar the indiract cost ratafs) in efiact during tha raporting pariod
11¢ Entes the beginning and enting affective daes for the ralejs).
114 Erter the ameunt of the base sgainsl which e rale(s) wes spplied
11e.The amount of indirect costs charged during the time period specified (11b x 11d)
111.Ender e Federal share of te amounl in 11, using a dollar ameunl, nol 8 percentags.

Ma Type of Rale(s) 11b.Rate e Period From e Period To i Baze e Amount Charged

De minimis w 10.0% 3Mv2020 282021 | 510000

11§ Faderal Shars

S0 00.00 -

11)

12)

Many fields in the FFR have validations.

Enter information in the following fields as appropriate:
10k. Remaining recipient share to be provided (line i minus j)
10l. Total Federal program income earned

10m. Program Income expended in accordance with the deduction

alternative

10n. Program Income expended in accordance with the addition alternative

100. Unexpended program income

Select Continue.
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Submitting Financial Reports Step 13

Remarks and Certification

—
@ JUSTyrants .
g FePS——
Lol Federal Financial Report (77711 E=J
il Entity Profile
# Entity Usars @ + 1. Redpientbfa 2. Report 3. Remarks & Conification
[ Entity Documents
& Applicalions  12.Additional Information
Entar any ramarks, explanations cr adcilianal informatian recirad. Supparing dacumants may b added by chcking the *Uplnad Supnoring Dacuments” buticn
Amrds Reaiais
15 Manitaring

i Federsl Foms

Uploaded Documents

Fil Nama

Upinad Supporking Dosuments |

» 13.cerifizatian

By submitting this repart, | cartify tor the bt of my knowledge and bellef that the repart Is tnss. complate, and accurate, srd the ependiures, dlsbursemants and cash recaipts are for the purposes and abjectives s4t forth in the terms and conditions of the Faderal award | am
aware tal ary [dse, Tefious, or haudulenl information, er the cmission of any metenial Tael, may subject me b crming, chil, o administrative penallies for raud, fsle slalemenls, Talse daims or othersize (S Code Tile 18, Secton 1007 ard Titke 31, Sections 3739-3730 and

-2y
Frivacy Fulicy Prefin: ——
Recents seta First Name: Tast Micdle: Narme: Last Name: Cparator

Lz ol Sullia: Title: ——
s
Funded fward Full Nome: EXT Finandal Marager
e Email Address: EXTERNALFinanialManagerigmail com
a0

Telephone: 555-120-4567
Ay’ PM Deme far Selicitat
e Diate: 013-Sep-2020

Ative Funded fward ——
P LD

Insert Remarks and Certification in the text box

13) In the Remarks and Certification screen, enter text in box 12.
Additional Information.

)—o—000000)
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Submitting Financial Reports Step 14

Uploaded Documents

s 0@
LR p———
i Hom hctioms
Federal Financial Report =3 —
T Entiry Prof
Enity Usars /1. Redpientbfa o 2. Repart Information 3. Rernarks & Certification
Eni
Applicatinns 12 Additional In{ lmn‘twn
ry ramarks, explanations o additional infarmation requirad. Supporting doc may be added by clicking the “Upload Supporing Documents” butter
vards
Aanitorimg
i@ Federal Foms
Uploaded Docums:
uuuuuuuu
¢ 13.Certification
By submitting this repart .eﬂm bﬁto’ﬂnmdnmdtlw tlf'\sm'tllmsmpa‘ oamre d1h9tx|:en:lw dlsgursemants csnwams fc1hw and ohfectives 541 forth in the terms and condition: fthdal
aware thal ary Faise, csiious, o lisudubenl informatio e omission of any mateial lac subject me bo criinal, civl, or sdministrative IIEs i frud s slabements, Talse dai | rwise (U5 Code Tile 15, Se LO(I‘D“‘ .|r|=3| Sec 329‘3 30 and
3013812}
Pai Prefix: ——
Recents sexa First Name: Tect Middle Narne: Lust Narme: Oparstor
Suiffis: Title: ——

Full Name: EXT Fimancial Manager

Email Address: S TERNALFinancialManagenigmail com

Tebephone: 5565-123-4567

Date: 03-Sep-2020

You can upload multiple documents as needed.

14) Click on the Upload Supporting Documents button to attach a
document.

Note: If the figures in line 10e or 10j are less than the previous reporting
period, you are required to add additional narrative in Box 12 “Remarks”
explaining this discrepancy. Failure to do so will result in a validation error.
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Submitting Financial Reports Step 15- 16

Certification

& Home

{#0  Entity Profile

% Enlity Usars

Enlity Documents

& Applicalicns

Funded Award

Parfo

o (FAVESH)
Federal Financial Repert (77517 B0
' 1. Redpient Infa + 2. Respurt Information 3. Remarks & Comification

~ 12.Additional Information

Entar any ramarks s, or addilianal i jan requirad Supparting o may ke added by clicking the *Uplnad Supporing Documents” button
M Awards Resais
2 Munitoring
i Federsl Foms
Uploaded Documents
Fil Nama

S

» 1L.certificatian

Full Name: EXT Financial Manager

Email Ackdress: £1ERNALFinsncislManagen@gmail com

By submitting this repart, | cartify to the best of my kmowledge and bellef that the report Is tnus. complete, and accurate, snd the expendibures, dlsbursemants and cash recsipts are for the purposes and objectives &t forth in the terms and conditions of the Fedaral award | am
aware Tal ary lalse, eSiows, or haudulenlinfermation, er e crmisgion of any matsial el may subject me b cimingl, chil, o sdministrative penallies for reud, tsle slalemanls, Talse daims or athersize (US Code Tile 18, Secton 10017 ard Titke 31, Seclions 3729-3730 and

WN-E2)
Frivacy Policy Prefix: —
Recents Seral First Name: Tast Midull Name: Last Name: Oparatar
Lzl Sullix: Title: ——

PR

Tedephone: §55-123-4567

Aumys P D for Solicitat

Date: 013-5ep-2020

e Awvand —— ,@ |
— | B ] i, Sewe submit
o1 \ ) . » L

Once submitted, the FFR is routed for review and approval.

15) Review the certification information.
16) Select the Submit button.

)— o000 00000)
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Submitting Financial Reports Step 17

Submit

& Home

& Entily Progj

“ Entity |
Enlily Documents
it Applications
8B Awards
Meritering

£ Fadaral Forms

Privacy Policy

Recants Sen ol

Funcied Award
rawesID

Performanca Faport
R

Amy's P Demo for Soicll
=T

Asctive Funded Award

Furces Award (FAI-34

Faderal Financial Report =/

Solcitancn Tibe
Firject Toe

Pajest Perad

Managing Office:

Gieant Avard Admenatral e —

Fa Case ID FAN 54

Federal Sward
amurt

Unpaid Balancs: —
puns BRI
TH

1.Federal Agency and Grganizational US Depantment of Justica
~ Element to Which Reportis

Bubmitted:
Faderal Agency and Orgarizational Elemert ta
Which Rleport is Submitted

_ Z.Federal Grant Or Gther igentifying 11117
num| 0

Thi i The Grant number ssignad 1o he awsrd

tor this program

- 3, =] ation (Name and address g Zip coce]
Tri iz the organization nams and compilste address of the recigient organization.

Recipient Organization Name: Samgis Drgarization

Straat 1: 1123 First Street.

Straat F:

City: Fusen Caunty: Calin

Starte: ™ Provinge: Tast Provinca
Country: [E= ZIP | Postal Code: 12345

~ 4. DUNS Number 1234DUN

Thi iz The Dista Universal Numbsring System
Hurnoar (DUNS) assigned 1o tha recipiant
ARRaEE.

Case details

Lasl wpdiaing by
EXT Financial Manager (1m aga)
Created by

EXT Financial Managsr (5mo a0}

Recent followers (0]

et

Recent content (1)

Paiticipants (8]

'
(n%a]

17) The FFR status will be changed to “Resolved-Completed” once the

FFR data

UFMS is the financial system.

is transferred to UFMS.

—0—0— 0000 0 0O

Submitting Financial Reports Reference Guide | 22




Resubmit, Print,
and View Federal
Financial Reports



Edit and Resubmit an FFR Step 1 - 2

Reopen FFR

) JUSKyrants

USTICE SRAHTS SYSTER
(AN 37078)
t Home AN Y| [T TS
= Federal Financial Report (724010 [EEIIEEITEE
Entity Profile
Recgen
3 Entity Users olloy
! Solicitation Tilke _ Ol
Tags
[ Entity Documents Project TR Federal Award Amaunt Notifications
203720 - 920 Unpaid Balance.  $0.00 Hin 1o space
Applications oW ks .
Prinl
- Grant Avard Admintstrator EXT Grant Awand Aominisiiatar TIN: —_—
B Awards
FAW Carse ID FAN-32029
1=l Monitoring
m  Federal Forms
- 1.Federal Agency and Organizational U 8. Department af Justice Case details
Privacy Policy Element to Which Report is Submitted: } )
Federal Agency and Organizational Element to Which :a“' i)
Recents 50 Report is Submitied TR
Cregted by
Federal Financial Report Test Creator {1me age)
Fa01 . 2.Federal Grant Or Other identifying ANE1E385482
numbar:
ol ¢ Decline Award Agre This is tha grant numbar assigned to tha sward for this Recent followers {0} o
program.
(n%
Federal Financial Repaort
FFR-4 -~ 3. Recipient Organization (Name and complete address including Zip code) o fems

This is the organizalion name and complete address of he reapient crgamzation

Reciplent Organization Name: [77ak Hroaks

Federal Financial Report

F3dn0a

imluC O 3B IS0 N 5 il 007 e

AT TAETHREAD T pufict o= A Ckas ecla e colliacbior Wk S ard B = (10 )-“W- M3 -WORK FEDERALF A 1 S2EC) 57708500 DA

Use the Actions Menu to reopen an FFR.

1) From the FFR, open the Actions menu.

2) Select Reopen.

(@)
N
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Edit and Resubmit an FFR Step 3 - 4

Submit

@ JUSTyrants

...............

P
Ho
0 W Federal Finaneisl Report E
G Entey Profie
i Entity Users +" 1, Redpient Info 2 Report Information 3. Remarks & Certiflcation
[} Enity Documents
= Applcations  12.Additional Information
Entsr any ramarks, sxplanations ar addtional information required. Suppeding documents may ba added by clicking the “Upkoad Suppering Decuments” buthon
Mwsards Remarey
TE| Monhoring
& Federl Forms
Uploades Dacumen I
File Name

Ha b

{ Uptoad Susporang Decumares )

+ 13.Certification

By submitting this repert, | cartfy ta the bast of my knowledoe and befef that the repart is inue, complete, and accurate, and the manditures, dishursemants and cash recaipts ane for the purpeses and objectivas set forth in the terms and conditions of the Foceral award. | am

avare hat any falsa, fictithous, or fraudulent Infermation, or the omisslon of any materal fact, may sublect me to cdminal, vl or admintstrative penslies for fraud, false stetements, false clalms or atherwize (U3 Code Title 18, Section 1001 and This 31, Sections 2725-2730 and

35013812}
Privacy Paiicy Prefis:
Recents Sen First Home: Tast Middle Name: Lost Mame: Cparator
Fundad Award Suffle: Tile:
Full Name: EXT Financial Manager
Email Address: EXTERKALFnancalMansgznggmall com

Tedephione: 555.173.45567

Dt 13-Sep-2020

Active Funded Aeard ™,
pacasssi (e ) ([ saw submit P

Enter text in Box 12 to explain the edits.

3) Make edits as needed. You will need to include a comment in Box
12. Additional Information to explain the reason for reopening and
editing an FFR.

4)  Select Submit.
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View Submitted FFRs Step 1

View the FFR

Funded Award || IR =g

e Legal Mame:
Duing
g Husinass Az:
CELEE [MFunded Award
[ ntity Decumants
i Funiing Federsl vt Awarid
Applications
Aveard Aoward Performance  Balonce dd  Tinancial oditication
e Fackags Conditions. Award Datails  Management  Availabill Heport [FHR} M}
T9 Montoring
i Federal Forms
o Award Letter
e p——
clor sit amel, consectetur adipiscing ofit, sz do siuzmad lempar incididunt ut labore et dolare magna aigua. Ut
i i i s, quis st saeicilalion ulknes labors nis o 8T e ea commeds tonsequel. Dufs aule e doi
i regeahandarl In valuplats wallt easa cllum dolors s Agiat nula parshr Excsateur sint ootaecat supidatat non proigent
v n railpa qul nfflda dazenunt malh arim I ezt laborum
Agpreeal Offcizl
Appraving Cffcial THe
s e and wrrisrebad fs bsmafion premanber m fis escin of the fedaral arsrd sgresman
- Award Informatien
Privacy
LRecipient Information
Recents Bae
Aetive Furnded Auwurd Applicant Lagal Hama
fra—
Active Funded Award Stieel 1 Street 2
rsIE — —
Acthve, Firvdad Sweard Chy Staeaill.5. Tarritory
e
LipFossl Cote Country
Faderal Finarscial Report
Fam
County/Parish Province

All submitted FFRs can be viewed from the Award.

1) From the Award, open the Federal Financial Reports tab.
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View Submitted FFRs Step 2

View the FFR

‘Mms. 10 @

JUSTICE GRANTS SYSTEM

A H Funded Award
} Home
o Legal Name: —— <—\
Actions ™
) Doing - ==
Entity Profile s
% Entity Users.
) Entity Documents ©httachments
= Applications.
R Awards The recommended files to upload are PDF, Microsoft Word, Excel, Access and Email Message.
[E Monitoring
£ Federal Forms
Erunded Award
Funding Federal Grant Award
Award Award Performance  Balance and  Financial Modification

Package Conditions ~ Award Details Management  Availability Report (FFR)  (GAM)
Report Number  Type of FFR Reporting Period Due Date of Report Status

FFR-11 Quarterly o Jan 31, 1970 open

Privacy Policy

Recents. Seall
Active Funded Award
FANS313S
Active Funded Award W ACTIVE B
FANS313E
Information Audit  Budget Funded Award Information Historical GAMs
Active Funded Award
Goleul Case information

ApprovalSignatory 1
Federal Financial Report —
F4a01

ApprovalSignatory2

Click the FFR number.

2) Select the FFR you would like to view.
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View Submitted FFRs Step 3

View the FFR

Home ' o
LRl Federal Financlal Report (FFF-11) EZ
b Entity Profile
Entity Safictaton Tik —
Project Tie: Fegeral wad
[Z Enlity Documents Propect Peiiad I Freet
Unpakd Balance:
Managng Cfice:
+ Applications DuNs nnn
Gramt Swvard Aomneator:
n i
B Awards FaN Case D FAWN.54
Manitaring
i Federal Foms 1.Federal Agency and Srganizational U5, Depanment of Justice Case detalls
~ Element to Which Reportis
Submitted: L
Federal Agency and Crgarizational Element b EXT Finarscial Manages {1m aga}
‘Which Report is Submithed Cruand by

EXT Financlal Manager (mo ago)

. 2.Federal Grant Or Cther identitying 111111

number- Recent followers (1) &
This ia the grant rumber ssigned 1o the sward
Sar this program j_'
|
hatera
w3 o ({Name and complete address Zip code)
This I5 the anganization nama and comgieta addrass of tha raciplant organization
Recent content (0] +
Recipiem Organization Name: Sampla Organization
Privacy Policy
Straat 1: 123 First Shreet Panicipants {0) o
Recenls Seeal
Funded Award Street & Iﬁ
iy Frizen County: Calin o
Funded Award
o State: ™ Provinge: Tast Provinca
Parformanca Report
fisd Country: usa 2P Postal Code: 12345
P Demo for Solicitat
3. DUNS Number 12340UN
e ;i
Numbes (DUNS) assigned (o the recipient ‘

Viewing the FFR is read-only.

3) You can view the submitted report in its entirety.

o—o—0—0 0
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Print FFR Steps 1 -2

Print the FFR

JUSTgrants

..I.JF'I'.- GRANTS .‘Z\’.‘ZI.—k.'
o [FAN-32029)
{+ Home . N )
Federal Financial Report (7-°
Refiesh
& Enfity Profile
Remarks
# Entity Wsers W
° Solcitation Tille: — Ao Wk >
[ Enlity Documents sroject Title: Faderal Award Amount Follow
Ta
jecl Pesiod. 200 - A Unpaid Balance,  $0.00 \' T{ "
= i alifications
=2 Applications Managing Ctfice =y DLUNS: B
N 10 Space
Granl Award Adminisiralor EXT Grant Awand Adminisliator TN

B Awards ~

e ) FAW-37073

o

|3 Monitoring

Federal Forms

I srint I

=
- 1.Federal Agency and Organizational U.S. Department of Justice Case details
Frivacy Policy Element to Which Report is Submitted: ) -
Federal Agency and Organizational Element to Which 5'3;"“3 . 3::‘“'":
Recants Sew all Report is Submitted SRR
Lasl upgalet by
Federal Financial Report EXT Financial Mznager (20m ago)
(s 2.Federal Grant Or Othar identifying AW-B16285482 Cregted by
" number: Test Creator (1Mo ago)
Accept/ Decline Award Agre  This is the grant number assigned to the sward for this
-0 program
i ! Recent followers (0) 3
Fedaral Fnancial Repoed
FFRL14 ~ 3. Recipient Organization (Name and complete address including Zip coda) @
This is the organization name and complete address of the recipient organization.
Grant Award Modificatian Wi
GAM- 12004
Federal Financial Report Recipient Organization Name: lzzak Brooks Recent content {§] +
Famns

thas qe-grants ojp.usdaj govprvet/mluC_SHI2BwaltviSdo0NeqCix 1bApclP THiKpen O E28° TIASTHREAD 1 Tpy..
—

Department
c

Use the Actions Menu to print the FFR.

1) From the Federal Financial Report, open the Actions Menu.

2) Select the Print option.

(@)

Z/
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Print FFR Step 3

Eaciernl Financinl Repor - Wark - Mismss®t Erige
o

Hac
Fut

3)

Print
Teral: 3 pages

Printer

Save an HOE

Layart
® Fortrait

. Landscape

Pages

- Al

eg 15 8 11-13

Mare cettings

- 2Pucharal Geank O Délvar ichae ibying =umisar: ]
Thin s e s it o QEmT 12 i s 8 g

Easatry: - T el st

. DUNE Hurmkser
This s e Dot Univareal Snburing Syskers Murstes (DUHS)
armgred = b e e

o —
Thin . B Epinyes bieedftens e [E05) o e vt
imich iy

B A A e —
Crvmeiha aceurt RaTer o sy aea Herifing bl sm e
[T —— A S ——

oty andim a0t reuired.

b B By

Al gt st o i el B G s s T g o ol PR

B T— e
ety aschar a cash or socred basis was umed o sacering

e
.43 1 et e Ty s

- L docamciens Pamsa o
Friee e bt susand o] el evod e | T stwmied s

Province: —_—

Faddisnd Finansial Fotpert

Use the options in your printer to print the FFR.
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C



Prefixes



Record Type Prefixes

The following case number prefixes are used in JustGrants.

CASE

Application
ASAP Authorization
Annual Programmatic Review*
Award Package
Funding Approval
Funded Award
Funded Supplemental Award
Federal Financial Report
Grant Award Modification
Monitoring
Performance Report
Solicitation Initiation
Solicitation Template

UFMS Obligation

*Desk Review

CASE NUMBER PREFIX

APDR-

=

>

FAW-

FAWS-

FFR-

FFR-

2

I
n

c
¢
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Terminology



Entity Users

JustGrants Terminology

JustGrants arrival brings along some new words and phrases
you will need to know.

A-C

Annual Programmatic Desk Review

The Annual Programmatic Desk Review (APDR) is conducted on all Funded
Awards and consists of seven questions that grantees must answer. APDRs
take place within the Funded Award in JustGrants.

Award Conditions
In the legacy system, this was referred to as “Special Conditions”.

Case ID

The Case ID is the unique identifier for every type of record in JustGrants. For
example, the case ID for an application is the Application number. For a Funded
Award, the Case ID is the Award Number. Each type of record has a Case ID.

Case Status

The status is the type of record that is displayed. The status list displayed is
determined by the type of case associated with it.
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Entity Users

JustGrants Terminology

JustGrants arrival brings along some new words and phrases you
will need to know.

C-G

Category
Documents uploaded to the Entity Documents repository are categorized as:

* Disclosure of Process Related to Executive Compensation
Budget Financial Management Questionnaire

Budget Indirect Cost Rate Agreement

File

Legacy Attachments

Proof of 501 © Status (Nonprofit Organization Only)

Financial Manager

The Financial Manager is a grantee role responsible for submitting federal
financial reports (FFRs), processing financial Grant Award Modifications (GAMs) ,
and initiating closeout.

Funded Award

A funded award is an award that has been approved for fund disbursement to a
grantee and has been accepted by that grantee.

Grant Award Administrator

A grantee role that manages many aspects of the grant. This role allows a grantee
to view and submit performance reports, initiate some Grant Award Modifications
(GAMSs), review and respond to monitoring issues as applicable, upload
documents, and view award, application, and solicitation information.
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Entity Users

JustGrants Terminology

JustGrants arrival brings along some new words and phrases you
will need to know.

G-R

Grant Award Modification (GAM)

A request for a modification to a key element to a funded award. Most GAMs can
be initiated by a grantee but must be approved by DOJ personnel. GAMs can be
created to extend the project period, updated the project scope, modify
programmatic costs, reduce the budget amount, modify the budget, or modify
the sole source.

Program Office
Within the Office of Justice Programs (OJP), there are several Program Offices:

* Bureau of Justice Assistance (BJA)

* Bureau of Justice Statistics (BJS)

* National Institute of Justice (NIJ)

« Office of Juvenile Justice and Delinquency Prevention (OJJDP)

» Office for Victims of Crime (OVC)

» Office of Sex Offender Sentencing, Monitoring, Apprehending, Registering,
and Tracking (SMART)

Role Names
Roles determine the access a user is granted in the system. Users may be
granted multiple roles in JustGrants, depending on the tasks they perform.
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Entity Users

JustGrants Terminology

JustGrants arrival brings along some new words and phrases you
will need to know.

S-U

Survey Repository

A library of questions, question pages, and question sets that make up
questionnaires that are included in solicitations. The answers applicants make
to the questions in these questionnaires provide the basis for performance
reporting in funded awards.

UEI

Unique Entity Identifier (UEI) is a unique number assigned to all entities
(public and private companies, individuals, institutions, or organizations) who
register to do business with the federal government.

Urgency

The number of days until or since the due date of the case, whether it is an
application, a grant package, an award, a federal financial report, a
performance report, or other item in JustGrants.
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SAM.Gov and
Grants.Gov



SAM.gov

What is SAM.gov? It is considered the

Federal Government’s “source of truth”

or “authoritative source” of information
SYSTEM FOR AWARD MANAGEMENT egarding entities.

Entities must register in SAM.gov in order to apply for funding on Grants.gov
and must maintain active registration throughout the life of their federal
award(s). Information added or updated in SAM.gov generally will appear in
JustGrants the following day. Keep in mind:

All Entity-level data is managed in SAM.gov.
JustGrants pulls its Entity information directly from
SAM.gov to ensure consistency and integrity.

Updates to Entity information occur in SAM.gov.
JustGrants performs daily automated SAM.gov checks
to collect current Entity information.

All Entity information is registered in SAM.gov and
needs to be updated there by the Entity Administrator
rather than through a grant modification.

If an Entity’s SAM.gov registration is not active or has
expired, its award can be delayed/suspended until
the registration is active.
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Grants.gov

Grants.gov is a location for grant seekers to find and apply for
federal funding opportunities and is home to information on
more than 1,000 grant programs. The program also vets grant
applications for federal grant-making agencies like DOJ.

[
GRANTS.GOV™

Grants.gov provides a central website where federal agencies can post
discretionary funding opportunities that grantees can easily find and apply to.

Grants.gov was established in 2002 and is managed by the U.S. Department of
Health and Human Services. Grants.gov is an E-Government initiative operating
under the governance of the Office of Management and Budget (OMB).

a Helps the grant community learn about available opportunities.

9 Facilitates interaction with the Federal Government.

Simplifies grant application, saving money, time, and hassle.

Makes researching and finding federal grants easier.

a Makes electronic grant application processing easier.

@ Provides a secure, reliable source to apply for federal grants.

Beneflts e
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