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Welcome

Meet your instructors

Caitlin Hotchkiss Krista Cox
DHSP, DHSP,
SHOARS Project Lead SHOARS Project Coordinator
CONTACT US:

MDHHS-SHOARS-SUPPORT@michigan.gov

Have a question for the Division of HIV and STI
Programs (DHSP)? Or need assistance with SHOARS?
Click here!

& Contact DHSP

SHOARS
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Agenda

Welcome

SHOARS Overview

Grants Management

Closing

F1 SHOARS

How to Ask Questions
All lines are muted.
We will save time

for Q&A at the end of
the presentation.
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What is SHOARS? SHOARS

SHOARS is a Salesforce business solution

Salesforce is a customer relationship
management program that allows
providers to better serve their clients

TECHNICAL SUPPORT PROMOTION

It is like shopping online - you tell the ” T
system what you want, and you will get it 3’ | SaleSfocrlgS 15;

ANALYTICS

STI/HIV Operations and Resource System .ul]]
(SHOARYS) is a Salesforce solution designed | |
specifically for the Division of HIV and STI

Programs (DHSP)
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What SHOARS Is/Isn’t
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SHOARS improves the | relationship
petween DHSP and our DHSP
Partners to| efficiently| provide

for Michiganders who are
at risk and/or living with HIV & STIs



How is SHOARS broken up F1 SHOARS

SHOARS has five main action areas that allows our Division and our DHSP Partners to get the work done!

(@

d COMMUNICATIONS + SURVEYS
U TRAINING, EVENTS, + CONFERENCES
O MATERIALS, SUPPLIES, + DATA REQUESTS

@ @ %RANTS + CONTRACTS




Grants Management in SHOARS

The goal - improved and coordinated communication with DHSP

JGRANTS + CONTRACTS

« Manage your grants with DHSP

« Apply for contract amendments and
experience a more streamlined
process

« Communicate with DHSP regarding
grant amendment requests




1l SHOARS

SHOARS Grants Management Roles

Organization
Lead/Authorized Program 2 Program Team
Representative Manager (PM) © Member (PTM)
(OL/AR)
Has full access and privileges to all - Has full access and privileges to any - Has restricted privileges to only those
agency grants and amendment agency grants for which they have projects they are directly aligned with
requests primary day-to-day responsibility
Can have as many PTMs as needed
Must match what is listed in EGrAMS  Must match what is listed in EGrAMS
Additional privileges can be granted by
1/Agency - 1/Project agency’s OL/AR or PM
Required - Required - Does not need to be aligned with

EGrAMS

Optional



o F7 SHOARS
Two-Way Communication N ——
Reach out to SHOARS Support/DHSP from the homepage

Select the Contact DHSP Wait for a response from
button DHSP
Y tact SHOARS S t @) bmit the f , ill
tf?rL:)SZE (tffc:g ”aCcontact DHSPlf’pbpuotion found Com pete the Contact SHOARS rer::ce?v);oauciunfinrqr;atiinoermai)ll.o ;I—\?QP will
on the SHOARS homepage Su pport Form respond to the request as soon as
possible

Reaching out through the Customer Support Contact Us
page gives some structure to your request (can also @ mmre mooono
email us at MDHHS-SHOARS-Support@michigan.gov).

REQUEST LIFECYCLES
s

[ - $-—Su
e

[ —-— ¢ i SRS

SIFSLY RDER REDBESTS



mailto:MDHHS-SHOARS-Support@michigan.gov

SHOARS Resources

STI/HIV Operations and Resource System

Additional resources are available to help you better understand how to use SHOARS

Micro Learning
Videos

Training Materials

SHOARS Line
Newsletters

SHOARS

M DHHS

View a variety of micro learning
videos that provide a step-by-step
guide in completing certain
processes

We have uploaded the training
materials with current processes to
best support you

Visit:

Michigan.gov/SHOARS

SHOARS Line June

| E3ISHOARS £ /e I

Visit the SHOARS Line newsletters to
view system updates
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STI/HIV Operations and Resource System

Some important reminders when navigating SHOARS:

*  EGrAMS and SHOARS work together. EGrAMS is not going away, both systems are
necessary to approve grants and contracts and work together to share information

* DHSP is here to help! When you submit a request there might be more than one person at
DHSP working to resolve your asks. Expect to hear from different people!



SHOARS

One more important reminder regarding SHOARS:

Have your colleagues join SHOARS!
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SHOARS BEGINS WITH REGISTRATION

There are FOUR steps required to get access to SHOARS

1. Create an account with MiLogin*

2. Request access to SHOARS in MiLogin

3. Complete the User Registration form in SHOARS

4. Click and submit the “+ Finish Your SHOARS Profile Here” form in SHOARS

*If you already have a MILogin account, you do not need to create a new one. You will be able to skip to step #2.

START HERE: MILogin for Third Party Link
REGISTRATION GUIDE: Instructions to setup your SHOARS account



https://milogintp.michigan.gov/eai/tplogin/authenticate?URL=/
https://www.michigan.gov/documents/mdhhs/DHSP_Partner_Registration_Guide_-_Non-State_of_Michigan_Email_Address_741979_7.pdf

= GRANTS
= MANAGEMENT
UPDATES

Y 35 "o\' Yiv'n
S AN PR
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EXPERIENCE WHEN
VIEWING GRANTS
MANAGEMENT ROLES
& ALIGNMENTS
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Experience when viewing grants management roles & alignments
Navigate to the SHOARS homepage as a DHSP Partner who is logging into SHOARS for the first time

« Select Partner Agency User

.
 Determine the role you have
“Are you an Amendment Approver or a Subrecipient user?
® MDHHS Amendment Approver - Select this option if you are an MDHHS employee outside of DHSP using SHOARS to manage contract
amendments
*Select your role

Partner Agency User - Select this option if your agency receives funding from or contracts with DHSP

Organization Lead/Authorized Representative -Individual with authority to sign agreements, enter into contracts
and submit amendments.
Note:This rale must maich what your organization and project has listed in EGrAMS.

Program Manager -Individual with primary, day-to-day responsibility for overseeing DHSP funded pragrams.
Note:This role must match what your organization and project has listed in EGrAMS.

.
Program Team Member -Other individuals who work with DHSP funded programs, but do not serve as the lead YO u W I S e e Ct yo u r
staff.

@ Note:There is no limit on the number of Program Team Members. The permissions for this role can vary, and are
approved by the associated Program Manager within the organization. This role does not need to match your

Organization and your

*What functionality do you need as a program team member?
#Your Organization vch Orga a

] Project yvh ich is also known
e ___ as an alignment

Information

Your Request has been submitted and is now
pending approval. You'll receive an email

notification when your request has been
updated.
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How to change roles and/or alignments to account for new amendment cycles

Need to change your alignments for
new contracts you are working on?

« Determine if you are an
s Organization Lead/
Authorized Representative,
Program Manager, or

amendments.
Note:This role must match what your organization and project has listed in EGrAMS.

Program Manager -Individual with primary, day-to-day responsibility for overseeing DHSP funded programs. I rog ra m I e a m M e m b e r

Note:This role must match what your organization and project has listed in EGrAMS.

You might need to change your alignment if a new
contract has been created or if you have ownership

Program Team Member -Other individuals who work with DHSP funded programs, but do not serve as the lead staff.
Note:There is no limit on the number of Program Team Members. The permissions for this role can vary, and are approved by the asso-
ciated Program Manager within the organization. This role does not need to match your organization’s EGrAMS record.

-  Users will select their
e— o Organization and their

== |

*Your Project Title(s) None v P (] t
+ Add Alignment rOJ e c

*Your Organization Search Organizations... Q

*Your Project Title(s) None v

+ Add Alignment — Remove Alignment

21



s H OARS Please contact us at

STI/HIV Operations and Resource System MDHHS-SHOARS-Support@michigan.gov
with any questions!

REGISTRATION WITH GRANTS MANAGEMENT

SHOARS is the place to go to manage your grants. When you register, your roles should match what is
in EGrAMS. Here are the three roles you can decide to register as:

1.  ORGANIZATION LEAD: This is the person at a partner agency who can legally sign contracts. Only one per organization, and it must match
who is listed in EGrAMS as the Authorized Official. This person has access to all programs/projects held by their organization and can
request amendments for all of them. They also can approve certain SHOARS permission requests for the Program Team Member role.

2. PROGRAM MANAGER: Partner agency person responsible for (a) project(s)/program(s). This person can access and request amendments
only for those programs and projects to which they are aligned with, and primarily responsible for. Only one per project and must match
who is listed in EGrAMS. They can also approve certain SHOARS permissions for the Program Team Member role.

3. PROGRAM TEAM MEMBER: By default, this role has view only access to only those programs and projects to which they are aligned. They
can request additional permissions such as the ability to create and/or submit amendments, but these must be approved by either the

Program Manager or Organization Lead OR DHSP can approve these individuals as well.
. NOTE: Organizations can have as many Program Team Members as they want - agencies can associate an unlimited number of users to
their agency/grants (and the way to do this is through the Program Team Member role)!


mailto:MDHHS-SHOARS-Support@michigan.gov
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REQUEST



How to Create a Contract Amendment Request F1 SHOARS

EIN Number Sigma Vendor Code Address
381405141 V0019849 (586) 4432935 rachel.szczepaniuk@beaumont.org 15500 Lundy Parkway Ste 500, Dearborn, MI, 48126

2. search this list... @ B

My Information

My Organization

o Start SHOARS Request
Have a question for the Division of HIV

and STl Programs (DHSP)? Or need
assistance with SHOARS? Click here!

& Contact Support

You haven't viewed any Amendments recently.

Upcoming Trainings and Events Try switching list views.

+ Create Contract Amendment Request

M =

Q, search

Need to change your alignments for
new contracts you are working on?

All categories

Materials and Information

ekt nasd ra ch:

There are three areas where you can create a Contract Amendment Request:
A.) Through the Dashboard by selecting the “+ Create Contract Amendment Request” button

B.) Through the “Organizations” tab by selecting the “Create Contract Amendment Request” button
C.) Through the “Amendments” tab by selecting the “New” button on the Amendments dashboard

24



SHOARS

Complete the Create Contract Amendment Request

NOTE: Determine what type of amendment
request you are submitting. Once you
Organization* Search Organizations... Q Category* Budget Increase/Decrease SeleCt a CategOI’y, the System may aSk for
udet Reviston, No Ner change additional information based on your

reeeshet selection.

Create Contract Amendment Request

Project Title" Select an Option

Project Contract Work Plan

Number

Reason for
Request

%

255 characters remaining

Cancel

For “Budget Increase/Decrease” you must provide the
requested change amount.

25
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HOW TO SUBMIT
AMENDMENT
REQUESTS FOR
REVIEW




How to submit amendment requests for review

Create Contract Amendment Request

Request This is a test

“

241 characters remaining

Request to Change State Agreement Amount

State $250,000.00
Agreement
Amount

Increase
Amount

Decrease
Amount

New State $250,010.00
Agreement
Amount

Success!
Amendment created successfully

SHOARS

Once the “Save” button has been
selected - the amendment has been
submitted for approval and you
will no longer have access to

make updates to the record while
it is in the approval process

27



Follow up communication after you submit an amendment request §H~0A-~R§

Amendments

Pending Approval Amendments © 3
Sandbox: About your DHSP request in SHOARS AMD0205202207291307A - Message (HTML)
Pending DHSP Internal Manager Approva\ 1 File  Message Help Acrobat Q  Tell me what you want to do
Meeti o | ¥ - . Rules v EE
S lgnore @ E 4'?_| @ g [ Mesting @ g?ve . \/;n Manager J_/ T2 Rules (Iz oo jol
i i v eam Emai one 2
Pendlng Section Manager ApprOVal 0 Delete Archive | Reply Reply Forward EIM Share to + _ Move uSend eleiog Mark Categorize Follow B
% Junk~ All E‘Q Mare ¥ Teams (_> Reply & Delete Z; Create New 9 r‘g Actions ¥ Unread 4 Upv
Pending Financial/Contracts Manager & https:/fust-hivprod.cs133 force com/grantsportal/s/amendment/z0D35000001gINHUAYfamd-0207 Rt e Fa— Quicksteps 5 - T 5
A | FASHOARS Home Organizstions  Programs  Amendments  Requests My Information v FAGs
pprova Sandbox: About your DHSP request in SHOARS AMD0205202207291307A
Amendment

Pending Operations Manager Approval - 8 s, Caitlin Hotchkiss <hotchkissc@michigan.gov>

Status o To @ Hotchkiss, Caitlin (DHHS-Contractor)

raft
Pendlng Division Director ApprOVal | Quick follow up question regarding your amendment - are you sure you need this much funding?

Notes (0)

Processing in EGFrAMS @ | Thankyou,

Date of Request Reason for Request® SHOARS Support Team

/172022, 321 M Testing

Pending EGrAMS Approval Steps =]

5,000 DHSP is committed to assisting you with this request; to help us do that please do not change or remove the subject line to this email.

uuuuu

Fully Executed =]

New State Agreement Amount
810) 280 7262 35100

Organization Status
Draft

Amendment Denied —

In Revision @ —

A.) After an amendment request has been submitted, you should be able to monitor your amendment request as it
moves through the approval stages in the SHOARS system (click hyperlinked number to be brought to the amendment
requests at each stage)

B.) Any follow up communications will be sent from the SHOARS system as well (amendment request status updates,
additional information, etc.)

28
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Viewing Grant Management Information §|:|,,QAMR§
New fields have been added to the “My Information” widget

SH['.HHE Home  Organizations  Programs  Amendments  Requests  More Q,  Search ProgramM Hub -

My Information

My Organization My Program My Projects

AESHENSILS Approve

Grants Management users can view records in the “My
Organization”, “My Programs” and “My Projects” widgets on
the SHOARS homepage. If you have more than (five) records
you are aligned to, select the “View All” button and you will
be taken to a list view with all your alignments

30



Viewing Grant Management Information

View and manage information in SHOARS

Amendment Requests

View amendment requests from the
organization dashboard

Home

EIN Number

Organizations ~ Programs  Amendments

Sigma vendor Code

Requests

More ~

Programi Hub ~

Date Submitted

104872021, 12:08 PM

Program

HIV/STD Care, Prevention and Suppart

Project Ticle

2021 HIv Medical Care

Changes to Associated PrORrams MUST be made in EGrAMS

Organization & Project

Information

View organization, program, and project

details from

the dashboard

BHASHOARS vome organizations

My Information
My Organization
L Sunshine Family Care Clinic

DEAF Community Advocacy
DEAF Community Advacacy
Retall

St. Clair County Health Department

1 Start SHOARS Request

rograms  Amendments  Requests  More v

My Program My Projects
D Care, Prevention and Support

HIV/STD Care, Prevention and Support - 2

HIV Medical Care

Ryan White Services for Deaf and Hard of
Hearing PLWH

Ryan White Services for Deaf and Hard of
Hearing PLWH

HIV Prevention, HIV PrEP Clinic, HIV Data to
Care, Gonococcal Isolate Surveillance Project

HIV/STD Care, Prevention and Support - 2022
Local Health Department - 2021
HIV Prevention

Local Health Department - 2021

View All

Expand Training and Events Calendar

Profile Information &

View and edit your personal profile as
well as see and send communications
with DHSP

MDHHS-DHSP-SHOARS <dtmb-dhsp-sh ichi >

1008 AM

To: Mikhail, Esther (DTMB-Contractor)

SHOAR

S e s e S

A

Hello Esther Mikhail,

SHOARS

STVHIV Operations and Resource System

Correspondence with DHSP

Thank you for reaching out to the Division of HIV and STI Programs (DHSP). We have received your request for support regarding Training and Events. DHSP staff is

determined to provide you a response as soon as possible.

If you have additional information relevant to this request, you can reply to this email and provide any documents as attachments. Do ot upload, reply with, or

include any Protected Health Information (PHI). Please limit attached files to no more than 3M8.
If you have any additional questions, please reach out to MDHHS-SHOARS-Support@michigan gov.

Thanks,
Division of HIV & ST Programs

Reply  Forward



$1/ SHOARS I

tions an

e —.

Refer to the DHSP Partner
Navigation Deck for a step-by-step
guide!
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SHOARS

What is the benefit of SHOARS?
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UPDATED ORGANIZATION
DASHBOARD TO BETTER
REFLECT GRANTS
MANAGEMENT STRUCTURE

US: 135393



Updated Organization Dashboard To Better Reflect Grants Management Structure §H~0A-~R§
Start the process by navigating to the My Information widget

Sli(_]A_ﬂ_S Home  Organizations  Programs  Amendments Requests More v Q  search.. ProgramM Hub ¥

Information

My Organization My Program My Projects

[ Sunshine Family Care Clinic HIV/STD Care, Prevention and Support - 2021 HIV Medical Care

DEAF Community Advocacy HIV/STD Care, Prevention and Support - 2021 Ryan White Services for Deaf and Hard of
Hearing PLWH

DEAF Community Advocacy HIV/STD Care, Prevention and Support - 2022 Ryan White Services for Deaf and Hard of
Hearing PLWH

Retail Local Health Department - 2021 HIV Prevention, HIV PrEP Clinic, HIV Data to
Care, Gonococcal Isolate Surveillance Project

St. Clair County Health Department Local Health Department - 2021 HIV Prevention

View All

Amendments to Approve Expand Training and Events Calendar

No amendments to annrove

Select an Organization from the “My Organization” column.

38




Updated Organization Dashboard To Better Reflect Grants Management Structure §U~0A-~R§
Updates made to the Organization dashboard

SHUAH§ Home  Organizations Programs Amendments Requests More v Q  Search.. ProgramM Hub ¥

s o

Create Contract Amendment Request Changes to Organization info must be made in EGrAMS

EIN Number Sigma Vendor Code Phone Email Address
82-4179442 VS0110009 (810) 964-4190 leyda.su@gmail.com 3169 Beecher Road Suite 100, Flint, MI, 48532

a Amendments (1)

Amendment Date Submitted Program Project Title

AMD 0648 10/6/2021, 12:08 PM HIV/STD Care, Prevention and Support - 2021  HIV Medical Care v

View All

Associated Programs (1) Changes to Associated Programs must be made in EGrAMS

Four new widgets have been created for the Organization dashboard including: “Amendments”,
“Associated Program”, “Contacts”, and “Locations”.

39




Updated Organization Dashboard To Better Reflect Grants Management Structure §Hw0A~»~R§

Updates made to the Organization dashboard

a Amendments (1)

Amendment Date Submitted

AMD 0648 10/6/2021, 12:08 PM

1 Associated Programs (1)

Fiscal Year v Project Title

HIV Medical Care

Project Title

HIV/STD Care, Prevention and Support - 2021  HIV Medical Care v

View All

Changes to Associated Programs must be made in EGrAMS

v  State Agreement Funding

$1,500,000.00

View All

When a Grants Management user views the Organization dashboard, you will see updates to the
Associated Programs widget. A new column for “Fiscal Year” is now seen and the “Program Name” field
has been removed.

40
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UPDATED PROGRAM
DASHBOARD TO BETTER
REFLECT GRANTS
MANAGEMENT
STRUCTURE

US: 135395



Updated Program Dashboard To Better Reflect Grants Management Structure §H~0A-~R§
Start the process by navigating to the My Information widget

SHUAH_S_ Home  Organizations  Programs Amendments Requests More v Q  Search.. ProgramM Hub ¥

11w O £ 2w

My Information

My Organization My Program My Projects

Sunshine Family Care Clinic HIV/STD Care, Preventic[J% and Support - 2021 HIV Medical Care

DEAF Community Advocacy HIV/STD Care, Prevention and Support - 2021 Ryan White Services for Deaf and Hard of
Hearing PLWH

DEAF Community Advocacy HIV/STD Care, Prevention and Support - 2022 Ryan White Services for Deaf and Hard of
Hearing PLWH

Retail Local Health Department - 2021 HIV Prevention, HIV PrEP Clinic, HIV Data to
Care, Gonococcal Isolate Surveillance Project

St. Clair County Health Department Local Health Department - 2021 HIV Prevention

View All

Amendments to Approve Expand Training and Events Calendar

N amaendmantc tn annrnve

Select a Program from the “My Program” column.

42



Updated Program Dashboard To Better Reflect Grants Management Structure §H~0A-~R§
Updates made to the Program dashboard

s_ﬂpﬂﬂs Home  Organizations  Programs Amendments Requests More v Q  search... ProgramM Hub ¥

e
v
HAPIS-2021
Related Associated Organizations (2)
ﬁ Associated Organizations (2) Organization Name
DEAF Community Advocacy v
Organization Name
Sunshine Family Care Clinic v
DEAF Community Advocacy - -
sunshine Family Care Clinic View All

Projects (2)

m Projects (2)

Organization Name v Project Title v Project Code v State Agreement Amount

Organization Name ~__ Project Title Sunshine Family Care Clinic HIV Medical Care HIVMC-SF $1,500,000.00

DEAF Community Advocacy

s

Ryan White Services for Deaf and Hard of He... = RWDHOH-DC $30,000.00

View All

Two updates have been made to the Program Dashboard
1.) When viewing the dashboard, you will see the “Create Contract Amendment” button has been

removed from the Program dashboard.
2.) The “Organization Name” column has been added to the Projects widget.



