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Lesson #1 - Getting Into MAGIC+

The website for MAGIC+ (be sure to bookmark it!) is: https://msp.intelligrants.com

If you have used “old” MAGIC for a Byrne Justice Assistance Grant (Byrne JAG) and/or
Residential Substance Abuse Treatment (RSAT) Grant application, your username and contact
information, though not your password, should have migrated into the new MAGIC+ system.
Use the instructions starting on this page.

If you have never used any version of MAGIC for Byrne JAG and/or RSAT applications, please
skip ahead to Page 5.

DETERMINE YOUR USERNAME:

Those that have used “old” MAGIC for Byrne JAG and/or RSAT applications at any point in the
past will use the same username to log into the new MAGIC+ system. You will not use the
same password. If your username consisted of a four-digit number, add a zero in front of that
number; that is now your username for MAGIC+. If you do not like the username, you will be
able to change it.

If you know you have used old MAGIC for Byrne JAG and/or RSAT applications in the past, but
you cannot remember your username, please call the Agate Help Desk at (800) 820-1890 to
retrieve your username.

If you need to change your agency affiliation and/or system role, please contact a grant advisor
for assistance.

GENERATE YOUR PASSWORD
If you know your old username, click the Forgot Password? link on the Home Screen to
generate a new password, which will be automatically emailed to you:

System Login

Login
Username |

Welcome to MAGIC+

The WMichigan Automated Grant Information Connection (MAGIC+) system is used to apply for
and manage grant applications and reporting requirements for the Michigan State Police (MSP)
Byrne Justice Assistance (JAG) Grants and the Office of Highway Safety Planning (OHSP)
Traffic Safety Grants. For more information aboutthese grant programs, please click on the
corresponding program information links below.

Each grant application must be initiated and managed by a Project Director who will be directly

responsible for all grant activities and reporting. N Authorized Officials, Ejgancial Officers and
Project Directors must first register by clicking the My in the login box
to the right Once an email notification of registration-approval is received, i users will then

be able to log in, add additional staff and initiate applications

Passwords may be reset by clicking the(_Forgot PasswordZ¥link in the login box to the right
There is a 15-minute lockout period if the numBeror allowed password attempts is exceeded,
so users must wait the full 15 minutes before a ting to use the temporary passwaord that

will be provided via email. Note that the account pafile email address must be current in order
to receive the temporary password

For technical assistance, including username an@password issues, please contact the Agate
Software Help Desk.

Help Desk Availability

Hours: Monday thru Friday 8am to 8pm EST

Phone: 1-800-820-1890

Email: helpdesk@agatesoftware.com




LOGGING IN
Your password should have been immediately emailed to you. If you did not receive an email,
please call the Agate Help Desk at (800) 820-1890 for assistance.

Once you have obtained your username and password, login using the corresponding boxes
and click Login.

te Police

System Login |

Welcome to MAGIC+

The Michigan Automated Grant Information Connection (MAGIC+) system is used to apply for
and manage grant applications and reporting requirements for the Michigan State Police (MSP)
Byrne Justice Assistance (JAG) Grants and the Office of Highway Safety Planning (OHSP)
Traffic Safety Grants. For more infermation about these grant programs, please click on the
corresponding program information links below.

Each grant application must be initiated and managed by a Project Director who will be directly -

responsible for all grant activities and reporting. New Authorized Officials, Financial Officers and 2 ‘
Project Directors must first register by clicking the “New User Reqisiration” link in the login box

to the right. Once an email notification of registration approval is received, new users will then
be able to log in, add additional staff and initiate applications:

Passwords may be reset by clicking the "Foraot Password?” link in the login box to the rigt.
There is a 15-minute lockout period if the number of allowed password attempts is exceeded,
S0 Users mustwaitthe full 15 minutes before attempting to use the temporary password that
will be provided via email. Note that the account profile email address must be current in order
to receive the temporary password

Fortechnical assistance, including username and password issues, please contactthe Agate
Software Help Desk

Help Desk Availability

Hours: Monday thru Frigay 8am to 8prm EST

Phone: 1-800-820-1890

Email: helpdesk@agatesoftware.com

You should now be at the Welcome Page.

Training Materials | Drganizstion(s) | Profie | Logout

SHOW HELP

Instructions:

Select the SHOW HELP button above for detailed instructions on the following.
= Applying for an Opportunity

Change Picture > Using System Messages

= Understanding your Tasks

= Managing your awarded grant

Welcome Project
Project Director

Hello Project, please choose an option below.

© View Available Opportunities

You have 2 Opportunities available
Select the View Opportunities button below to see what is available to your organization.

VIEW OPPORTUNITIES

CHANGE YOUR USERNAME AND/OR PASSWORD

To update your username or password, click the Profile link.

Training Materisls | Organization(s) | Profie | Logout

Instructions:

Select the SHOW HELP button above for detailed instructions on the following.
= Applying for an Opportunity

Change Picture > Using System Messages

> Understanding your Tasks

> Managing your awarded grant

Welcome Project
Project Director

Hello Project, please choose an option below.

@ View Available Opportunities

You have 2 Opportunities available.
Select the View Opportunities button below to see what is available to your organization.

VIEW OPPORTUNITIES




Enter your new username/password in the corresponding boxes, and click Save.

&z

*—- After saving your changes,
Profile click here.

Please complete all the required fields below. Required fields are marked with an *

Prefix First Middle Last Suffix Don't forget to save your

1
Name v |Project . Diractor , 3 changes!

Display Name

Organization Tes! Organization fas Byme

Title
123 Anywhiere St
Address
City Lansing * State | Michigan v = Tipcode |48910
County Ingnam County v
Phone &1 {123) 456-7880 . Phone #2
Fax Cell Phone
Email cdodge@agalesofiware.com
Wabsite
Iw msppd1 2
G :

If you are in need of additional support or have any questions, contact a grant advisor for
assistance at (517) 373-2960.

The following instructions are only for those who have never used any version of MAGIC for
Byrne JAG and/or RSAT applications.

DETERMINE YOUR GRANT ROLE

Each Byrne JAG and/or RSAT application must have several individuals assigned in the
MAGIC+ system, with specific roles, before the system will allow for application submission.
You will need to determine which role is appropriate for your agency before you request access
to MAGIC+.

Project Director (required - only one is allowed): This individual is designated by the
agency to be directly responsible for all grant activities, including reporting, and is the main
contact for all submissions.

Authorized Official (required - only one is allowed): This individual is authorized to
enter into binding contracts for the entity receiving funds. This is normally an individual
that works in the executive or legislative branch of the entity (e.g., mayor, city manager,
council president, board chairperson, etc.). The authorized official will be responsible for
submitting the application and all amendments.

Financial Officer (required - only one is allowed): This individual has detailed
knowledge of the grant budget and accounting practices of the agency. The financial
officer will be responsible for submitting the monthly Financial Status Reports (FSRs) for
reimbursement of funds.

Program Staff (not required - unlimited allowed): This role allows individuals to be
added that may assist the project director with grant activities and/or monitor the grant,
without assigned grant duties.




GENERATE YOUR USERNAME AND PASSWORD

Click the New User Registration link and follow the instructions on that page to request a
username and password (you will not be able to log in until you have been added to the system
by a grant advisor).

System Log

Login
Username |

Welcome to MAGIC+

The Michigan Automated Grant Information Connection (MAGIC+) system is used to apply for
and manage grant applications and reporting requirements for the Michigan State Police (MSP)
Byrne Justice Assistance (JAG) Grants and the Office of Highway Safety Planning (OHSP)
Traffic Safety Grants. For more information about these grant programs, please click on the
corresponding program information links below.

Each grant application must be initiated and managed by a Project Director who will be directly
responsible for all grant activities and reporting. Me: Financial Officers and
Project Directors must first register by clicking tHE_New User Reaistration ¥nk in the login box
to the right Once an email of o new users will then
be able to log in, add additional staff and initiate applications

Passwords may be reset by clicking m:ﬂm lifft in the login box to the right
There is a 15-minute lockout period if IEAUMber of allowsd pdssword attempts is exceeded
so users must wait the full 15 minutes before attempting to usdthe temporary password that

will be provided via email. Aote that the account profile email afdress must be current in order
to receive tie temporary password.

For technical assistance, including usermname and password issues, please contact the Agate
Software Help Desk.

Help Desk Availability

Hours: Monday thru Friday 8am to 8pm EST

Phone: 1-800-820-1890

Email: helpdesk@agatesoftware.com

LOGGING IN

After a username and password is generated using the New User Registration link, you will
receive an email from a grant advisor (within two business days) to notify you that you have
been successfully added to MAGIC+.

Once you have obtained your username and password, use the corresponding boxes and click
the Login button.

System Login

Login

Usernarfig

I —
Welcome to MAGIC+ Passwo@ |

The Michigan Automated Grant Information Connection (MAGIC+) system is used to apply for
and manage grant applications and reporting requirements for the Michigan State Palice (MSP)
Byrmne Justice Assistance (JAG) Grants and the Office of Highway Safety Planning (OHSP)
Traffic Safety Grants. For more information aboutthese grant programs, please click on the
corresponding program information links below.

Each grant application must be initiated and managed by a Project Director wha will be directly
responsible for all grant aclivities and reporting. New Authorized Officials, Financial Officers and »
Project Directors must first register by clicking the "New User Reaistration” link in the login box

to the right Once an email notification of registration approval is received, new users will then - — -
be able to log in, add additional staff and intiate applications: 4

Passwards may be reset by clicking the “Forgat Password?” link in the login box to the right
There is a 15-minute lockout period if the number of allowed password attempts is exceeded,
50 users must waitthe full 15 minutes before attempting to use the temporary passwerd that
will be provided via email. Note that the account profile email address must be current in order
to receive the temporary password

Fortechnical assistance, including usemame and passward issues, please contact the Agate
Software Help Desk.

Help Desk Availability

Hours: WMonday thru Friday 8am ta 8pm EST

Phone: 1-800-820-1890

Email: helpdesk@agatesoftware com




You should now be at the Welcome Page.

Training Materials | Organization(s) | Profie | Logout

Welcome Project Instructions:

P { Direct Select the SHOW HELP button above for detailed instructions on the following.
roject Uirector > Applying for an Opportunity

Change Picture > Using System Messages

= Understanding your Tasks
= Managing your awarded grant

Hello Project, please choose an option below.

@ View Available Opportunities

You have 2 Opportunities available.
Select the View Opportunities button below to see what is available to your organization.

VIEW OPPORTUNITIES

CHANGE YOUR USERNAME AND/OR PASSWORD
To change your username and/or password, click the Profile link.

Training Materisls | Organization(s) | Profie | Logout

< Instructions:
Xvelfgm'e PT’OJECt Select the SHOW HELP button above for detailed instructions on the following.
Fopec Jmectar. > Applying for an Opportunity
Change Picture = Using System Messages

= Understanding your Tasks
= Managing your awarded grant

Hello Project, please choose an option below.

© View Available Opportunities

You have 2 Opportunities available.
Select the View Opportunities button below to see what is available to your organization.

VIEW OPPORTUNITIES

Enter the new username/password in the corresponding boxes, and click Save.

‘— After saving your changes,

Profile click here.
Flease complete all the requined fiekds below. Required fiekds are marked with an *

Prefix First Middle Last Sulfix Don't forget to save your

1
Name v [Project k Direcor \ B changes!

Display Name

Organization  Test Organization for Byme

Title
123 Anywhire St
Address
City Lansing * State | Michigan v * Zipcode 48910
County Ingham County wr
Phone i1 (123) 456-7890 . Phone #2
Fax Cell Phone
Email cdodge@agalesoftware. com
Website

msppd1 B
p (E onfirm Password }

If you are in need of additional support or have any questions, contact a grant advisor for
assistance at (517) 373-2960.

Additional instructions will be provided to assist you with initiating and completing an application.



Lesson #2 - Initiating an Application in MAGIC+

You must be a Byrne JAG and/or RSAT project director in order to initiate an application.
Only project directors have the rights in MAGIC+ to initiate an application.

LOG INTO MAGIC+

The website for MAGIC+ (be sure to bookmark it!) is: https://msp.intelligrants.com

Type your Username and Password into the corresponding boxes on the Home Page, and click
the Login button.

System Login |

Login
usema®______ T
Passwol_______

Welcome to MAGIC+

The Wichigan Automated Grant Infarmation Connection (MAGIC+) system is used to apply for
and manage grant applications and reporting requirements for the Michigan State Police (MSP)
Byrne Justice Assistance (JAG) Grants and the Office of Highway Safety Planning (OHSP)
Traffic Safety Grants. For more information about these grant programs, please click on the
correspending program information links below.

Each grant application must be initiated and managed by a Project Director who will be directly -

responsible for all grant activities and reporting. New Authorized Officials, Financial Officers and ‘
Project Directors must first register by clicking the “Mew User Reaistration” link in the login box

to the right Once an email notification of registration approval is received, new users will then — — -

be able to lag in, add additional Staff and initiate applications p

Passwards may be reset by dlicking the "Foraot Password?” link in the lagin box to the right
There is a 15-minute lockout period if the number of allowed password attempts is exceeded,
S0 users must wait the full 15 minutes before attempting to use the temporary password that
will be provided via email. Note that the account profile email address must be current in order
to receive the temporary password

Fortechnical assistance, including usemame and password issues, please contactthe Agate
Saftware Help Desk

Help Desk Availability

Hours: Monday thru Friday 8am to 8pm EST

Phone: 1-800-820-1890

Email: helpdesk@agatesoftware.com

If you have forgotten your password, click the Forgot Password? link to generate a new
password that will be automatically emailed to you.

Legin
Username | |

Welcome to MAGIC+ Password i

The Michigan Grant (MAGIG+) system is used ta apply for

and manage grant applications and reporting requirements for the Michigan State Palice (MSP}

Byrne Justice Assistance (JAG) Grants and the Office of Highway Safety Planning (OHSP)

Traffic Safety Grants. For more infermation about these grant programs, please click on the

corresponding program information links below. -

Each grant application must be initisted and managed by a Project Director who will be directly

responsible for all grant activities and reporting. New Authorized Officials, Einancial Officers and
Project Directors must first register by clicking the M{k in the login box
tothe right Once an email notification of registraticapproval 1s received, MEW users will then

be able to log in, add additional staff and initiate applications.

Passwords may be reset by clicking thel{E argot Password 23 link in the login box to the right.
There is a 15-minute lockout period if the nUMBERoT allowed password attempls is exceeded
S0 users mustwaitthe full 15 minutes before = ting to use the temporary password that

will be provided via email. Note that the account plbfile email address must be current in order
to receive tie temperary password.

Fortechnical assistance, including username andpassword issues, please contactthe Agate
Saftware Help Desk.

Help Desk Availability

Hours: Monday thru Friday 8am to pm EST

Phone: 1-800-820-1890

Email: helpdesk@agatesoftware. com




SELECT THE APPROPRIATE GRANT OPPORTUNITY
From the Welcome Page, click View Opportunities.

Training Materiale | Organization(s) | P

SHOW HELP

Instructions:

Select the SHOW HELP button above for detailed instructions on the following.
= Applying for an Opportunity

Change Picture > Using System Messages

= Understanding your Tasks

= Managing your awarded grant

Welcome Project
Project Director

Hello Project, please choose an option below.

© View Available Opportunities

You have 2 Opportunities available.
Select the View Opportunities button below to see what is available to your organization.

WIEV MES 1

Click Apply Now under the grant opportunity for which you plan to apply.

Back

Opportunities

To apply for an item listed below, select the Apply Now butten below each description.

Document Instance: |

Due Date (From - To): I:l I:l

Byrne Justice i Grant Application for Test Organization for Byrne
Offered By:
MIMSP_ODCP

Application Availability Dates:
11/01/2013-11/01/2014

Application Period:
11/01/2013-11/01/2014

Application Due Date:
11/01/2014

Description:
—
= 44—

Residential Substance Abuse Treatment
Offered By:
MIMSP_ODCP

pplication for Test Org: ion for Byrne

INITIATE THE APPLICATION
Click I Agree in the Agreement Page.

Training Materials | Organization(s) | Profie | Logout

SHOW HELP

Agreement

Please make a selection below to continue_

Please confirm that you wish to initiate a new Byrne JAG application.

| DO NOT AGREE

® Copyright 2000-2014 Agate Software, Inc




VIEW THE APPLICATION
From the Application Menu, click View Forms under View, Edit and Complete Forms

Training Materials | Orgsnization(s) | Profie | Logout

SHOW HELP

Back
Application Menu

Document Information:

Details
S = Period Date /
Info DocumentType  Organization Role Current Status period I
1017 - 1017
Application Test Organization for Byme  Project Directar  Application in Progress 102013 - 11/01/2014

11/01/2014 12:00PM EST

@ View, Edit and Complete Forms

Select the View Forms button below to view, edit, and complete forms.

If you are in need of additional support or have any questions, contact a grant advisor for
assistance at (517) 373-2960.



Lesson #3 - Adding Users to Your Application in MAGIC+

You must be a Byrne JAG and/or RSAT project director in order to add users to an
application. Only project directors have the rights in MAGIC+ to add users.

LOG INTO MAGIC+
The website for MAGIC+ is: https://msp.intelligrants.com

DETERMINE IF AN INDIVIDUAL IS REGISTERED

If you are adding an individual to your application, they need to already be registered in
MAGIC+.

To determine if that individual is registered in MAGIC+, click the Organization(s) link on the
Welcome Page.

Training Materisls | Organization(s) | Profie | Logout

Back
Application Menu
Document Information
Details

Period Date /
Date Due

11/01/2013 - 11/01/2014
11/01/2014 12:00PM EST

Info Document Type Organization Current Status

Application Test Organization for Byme Project Director  Application in Progress

Click the Organization Members link.

Training Materials | Organizationts) | Profile | Logout

SHow HELP

Back
Organization - Test Organization for Byrne

Please complete all the required fields below. Required fields are marked with an =

Oraanization Information \(Oréamzanon Members)| Oraganization Documents

Organization Information ‘

Name [ d S

Short Name [festors |

Federal ID (FEIN) [11oo-oca5 |
[

Address

If the individual’s name does not appear, refer them to Lesson #1 (Getting into MAGIC+). Once
they have confirmed access to MAGIC+, continue to the next step.

FIND YOUR INITIATED APPLICATION
Click the Home link to navigate back to the Welcome Page.

Home : Applications | Financial Reports | Grantee Report

Back
Organization - Training Organization

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

Oroanization Information | Organization Members | Organization Documents

10



Click Open Tasks under My Tasks.

[ Instructions:
5| Powre Welcome Select the SHOW HELP button above for detailed instructions on the following
Project Director = Applying for an Opportunity
Change Picture > Using System Messages
> Understanding your Tasks
> Managing your awarded grant

Hello Will, please choose an option below

© View Available Opportunities

You have 3 Opportunities available.
Select the View Opportunities button below to see what is available to your organization

VIEW OPPORTUNITIES

My Inbox

You have 0 new messages.
Select the Open Inbox button below to open your system message inbox.

OPEN INBOX

@ My Tasks

You have 1 new tasks.
Wou have 0 tasks that are critical.
Select the Open Tasks button below to view your active tasks.

Lormmucs i

Click on the application name.

@ My Tasks

Export Results to | Screen v | Sort by: | — Select— ~| m

Date

Info Document Type Organization Current Status Recelved Date Due

Application % J’;‘%‘maw’a'” O1Y application in Progress 5/7/2014 11112014

ADD THE USER TO THE APPLICATION

Click View Management Tools under the Access Management Tools section.

Application Menu

Document Information

Details
e Period Date /
Info DocumentType  Organization Role Current Status Sl
101, - 11401/
Application Training Organization Project Director Application in Progress Ti0v2013 aa/0lania

11/01/2014 12:00PM EST

® View, Edit and Complete Forms

Select the View Forms button below to view, edit, and complete forms.

© Change the Status

Select the View Status Options button below to perform actions such as submitting applications or request modifications.

€ Access Management Tools

Select the View Management Tools button below to perform actions such as adding people to this document or viewing the document history.

© Grant Reports

t Reports button below to view related items such as Quarterly Reports, Financial Status Reports, messages, etc

11



Click the Add/Edit People link.

Management Tools

% CREATE FULL PRINT VERSION
Select the link above to create a printable version of the document.

g,- CREATE FULL BLANK PRINT VERSION
Select the link above to create a blank printable version of the document

# ADD/EDIT PEOPLE

Sels =8TVe to perform actions such as adding people, changing a security role. or altering people’s active dates on this document.

£ STATUS HISTORY
Select the link above to view the status history of this document.

O CHECK FOR ERRORS
Select the link above to check the entire document for errors.

[=] PROCESS FLOW SHAPSHOT
Select the link above to view the details of the current and next possible status for this document.

el VIEW MODIFICATION HISTORY
Select the link above to view various modifications that people have made to specific pages in the document

Enter a name or partial name in the box, and click Search.

SHOW HELP

Back

Application 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.
Or, you can uncheck the box next to the persan(s) name under the Current People Assigned area to remove people.

After you perform your modifications, remember to select the SAVE button to save your changes.

Document Information
Details

Person Search

Enter a name or partial nam@@ ‘_

Current People Assigned

u on  Organization(s) Role Active Dates é;.slgned
b [ e
Hubbard  Training Organization (Project Director) Praject Director 5

Training  Training Organization (Agency Contact/Program

O staff Staff), OHSP Test Organization (Agency Agency Contact/Program Staff + %‘

Email Contact/Program Staffy

Click the box to the left of the individual's name, then click Save.

SHOW HELP

Back

Application 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.
Or, you can uncheck the box next to the person(s) name under the Current People Assigned area to remove people.

After you perform your modifications, remember to select the SAVE button to save your changes.

Document Information
Details

Person Search

Enter a name or partial name: byelich S

Peg@@le Found

Person Organization(s) Active Dates Assigned By

o Ms_jill byelich

Emal MIMSP_ODCP (Grant Advisor) | — Select v [erimoia |

If you are in need of additional support or have any questions, contact a grant advisor for
assistance at (517) 373-2960.

12



Lesson #4 - Completing an Application in MAGIC+

Log into MAGIC+: https://msp.intelligrants.com

FIND YOUR INITIATED APPLICATION

Homa | Apy

Back
Organization - Training Organization
Follzw the listad balsw to L mambars.

ton | Qumnization Members | QIganiaton Doqument

Click Open Tasks under My Tasks.

Instructions:
B Pkl I\:{eicome Saluct the SHOW HELP button abovw for detailed insiructions on the following
A Dl > Apglying fe¢ an Opporunty
Changs Prglurg = Using System Messages
> Uncarstanding your Tasks
» Marbging your awaided grant

Hedo Wil please choase an opbon below

© View Available Opportunities

You have 3 Oppoftusities mvailabis
Select the View Opponunities button Esicw to sae what 13 available to your organzation

VIR CPPORTURTIE S

© My Inbox
Yiou hive 0 new messages
Soloct the Open Inbox bution below to cpen your system message inbox

P IO

@ My Tasks

You hree 1 new Lasks.
¥ou haen 0 tasks that are critical
Select the Open Tasks button below 1o wew your actrve lasks

e

Click on the application name.

® My Tasks

Export Results fo Serean w0 Sor by: | — Salace— ~ 3

Infa Dacument Type Organization [

112014

VIEW AND COMPLETE THE APPLICATION LINKS
Click the View Forms link under View, Edit and Complete Forms.

IrsengMateraly | Orossizatoely) | PraSiy | Lo

Bak
Application Menu

T Poriod Data |
Info Document Type  Organization Dt Due
Tanl Crinraic G mas . 2 2 THO2013 - 1110172014
Application Test Qgangation for Bym Projact Diractor  Apphcation = Prograss 44 indimr s 4o tnogy Fer

® View, Edit and Complete Forms

Select the View Forms bullon below to vew, edd, and complele foema

13



You should be in the Application Menu. This section contains links to all grant forms that you
are required to complete, prior to the application being submitted.

Click on each link, complete the forms, and don’t forget to save.

Status Page Name Note Created By Last Modified By

O Centfications and Assurances

2 Mt inamnrzsur:‘.rxmg 16:58 Al :g‘:’z;sor?m:zmz PM

g Eederal Fun:

U Political Districts

a Grant Summary

2 Em e, ;[;';nrzsu?:ﬂn:u 27:31AM ;:55!301[3.9;? 13 : AM
A glect Description Wr. Frank Serpico Jr.

27412014 8:22:38 AM

& Projed Timeline

Anficipated Outcomes and Performance Measuras

Mr. Frank Serpico Jr.
| get St ¥
Rudgel Summary 13012014 5:13:54 P

Budgel Details

Salaries, Wages and Fringe Benefils

i Other Expenses

| Applicant Aftachmenis

CHECK FOR ERRORS
Once you have completed all of the links, check for any errors that may prevent the authorized
official from submitting the application.

The red stop sign with the hand ("-..:3) indicates that there is an error in that link. Click on that
link to view the error and correct it (don’t forget to save!).

Opage Error(s)

Please include both the attachment description and the attachment.

Once all the required forms are completed, you may also run a Global Errors check to ensure
the application is free from errors.

Click the application number at the top of the Application Menu.

| My applications | My Financial Reports | My Grantes Ropon | My Legal Entity Applications
Mriispecs | MyAdmosiaies | MeTiseso Mgl | My Oousicsenin) | M Pt | Lot

Back
Application Menu - Forms
Plaase camglete all roguited forms Balow

o TS e—

14



Click View Management Tools under Access Management Tools.

® View, Edit and Complete Forms

Salect the View Forms bution balow iz view, edt, and complete forms,

€ Change the Status

Salect ihe View Stnus Opticns button below 1o perform acbons such as submitiing sppieations of raquest modde stons.

s Management Tools
< Select the View Managemen ls button below 1o perfanm actons such as adding peopls 16 this document of viewing the documant histary
o smrcrcncont 10003 | B —

© Grant Reports

Select the Grant Reports bution below to vew relaled dems such as Quarterly Reports, Financed Stalis Reports, messages, elc

Click Check For Errors.

Applicatlon Menu - Management Tools

Maine links 1o the tosls that can be uned te mansge this decument. Ses the description below sach link for mare detad

i CREATE FU Lt.LIﬂH.L\LH\S.IQH
Salect the link abave 1o create 4 prmable version of the decument
dab CAEATL IULL DLAK REMLVLRSION
Saiwct tha ik above 10 Cseds & biank pintabls varsion af the document

5 ADOED PEOPLE

Salact tha link abave 19 parforn actions such se sdding pecpls, changng 4 security rale, or sllaring people’'s scthe daten on this dacurmant
[ STATUS MISTORY

Salect the link above 19 Wew the status history of this documesnt

T CHECK FOR ERROR *—
TR TG Check the entire document for erors

[ PROCESS FLOYW SHABSHOT
Salect the link abave 19 view the detads of the current and next possdie status for this docurment

| DATE MOMEICATION
Salect the ik abow 16 changs the dites Fasccistled with this docisment such & ds dus dute

T VIEW MODIFICATION HISTORY
Salnct the link above 10 vew varous modificstions that people hovwe made 19 specifc pages @ the document

i ATTACHMENT BEPCSITORY

Saleet the link albove 18 vew all aftaehments in this deeument

Back

U Global Errors

K 1o erors nave been found *_

Belain o the Forms Mene by cheking hivg,

If the application is free from errors, contact your authorized official and ask them to log in and
submit the application.

Note: The authorized official must view the Certifications and Assurances link (in the
Application Menu) before the MAGIC+ system will allow them to submit the application.

If you are in need of additional support or have any questions, contact a grant advisor for
assistance at (517) 373-2960.
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Lesson #5 - Submitting an Application in MAGIC+

You must be an authorized official in order to submit an application. Only authorized
officials can submit applications.

LOG INTO MAGIC+
The website for MAGIC+ (be sure to bookmark it!) is: https://msp.intelligrants.com

Type your Username and Password into the corresponding boxes on the Home Page, and click
Login.

Welcome to MAGIC+

If you can’t remember your password, click the Forgot Password? link to generate a new
password that will be automatically emailed to you.

FIND YOUR COMPLETED APPLICATION

Click Open Tasks under My Tasks.

. f——
o _\g\fe-clo;me Seiect the SHOW HELP betion sk o detaled mstructions o the fslwng

Fksaime > Applying for an Oppodtenty
T
» Maraging your swarded grast

[Hebo Wil please choose an cplon beke

© View Available Opportunities

Yiou have 3 Oppotnties avaiable
[Select the View Opportunitios button bekow 1o se¢ what is aalable 1o yout srganization

© My Inbox

Yeu b © nom masages
[Sebet the Open Inbox bulton bulow 10 ofe 15w SySlin Massage wbes

@ My Tasks

You bave 1
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Click on the application name.

@ My Tasks

Export Results to| Screen v | Sort by: |~ Select~ v B3

Date
Received

Info Document Type Organization Name Current Status

JAG-00031-Train Org®
Application 015

Application in Progress  5/7/2014 11/172014

VIEW THE APPLICATION.
Click the View Forms link under View, Edit and Complete Forms.

Training Materisls | Qraanization(s) | Profie | Logout

SHOW HELP

Back

A;ﬁcation Menu

Document Information

Details
Info Document Type  Organization Role Current Status [P):::g“[laml
ppl Test Oy frByme  Project Director  Application in Progress | 012013 - 11/01/2014

11/01/2014 12-:00PM EST

® View, Edit and Complete Forms

Select the View Forms button below to view, edit, and complete forms

You should be in the Application Menu. This section contains all forms that were completed
prior to the application being submitted. You must click the Certifications and Assurances
link, or an error will prevent you from submitting the application.

Application Menu - Forms

Please complete all required foms below

Status Pags Hama Note Created By Last Modiflad By
o Mr. Prajoct Ditectar Jr
‘_ 41072014 2:08:23 PM

L] Applicart and Prajeet Infarmation

Fedaral Funding Disclosure

| Digtricts

Problemn Statement

Project Description
Project Timeline

Anticpated Oulcomes and Pedormance Measures

Salaries, Wages and Fringe Densfits
Iravel Expansas

B Suppies and Matenals
Equipment Expenses

Canlraciual [Subcontracis)

Other Expanses
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SUBMIT THE APPLICATION
Click the application number at the top of the Application Menu.

My Regortn | My Admemiion | My Toeono Material | My Orossetionis) | My Profe | Leoos

ion Menu - Forms

1l viquirind fearrs balaw

T ———

Click View Status Options under Change the Status.

@® View, Edit and Complete Forms
Select the View Forms button below to view, edit, and complete forms

© Change the Status

Sele it tatus Options button below to perform actions such as submitting applications or request modifications.

€ Access Management Tools

Select the View Management Tools button below to perform actions such as adding people to this document or viewing the document history.

€)» Grant Reports
Select the Grant Reports bution below 1o view related ilems such as Quarlerly Reports, Financial Status Reports, messages, elc

GRANT REPORTS

Click Apply Status under Application Submitted if you are ready to submit your application and
follow the prompts.

If you wish to cancel your application, click Apply Status under Application Cancelled and
follow the prompts.

Possible Statuses
APPLICATION SUBMITTED

APPLICATION CANCELLED

Once the application has been submitted, it cannot be modified.

If you are in need of additional support or have any questions, contact a grant advisor for
assistance at (517) 373-2960.
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Lesson #6 - Application Modification

Application modifications are required after your application has been approved for funding and
before you will receive a contract.

LOG INTO MAGIC+
The website for MAGIC+ (be sure to bookmark it!) is: https://msp.intelligrants.com

Click on Open Tasks under My Tasks.

Home | Applications | Financial Status Reports | Financial Reports | Grantee Reports |

Tamegvawns | Qegwmmovs) | Pome | Leond

Instruztions:
r«’eh.:gfne SEEVEN | coiout e SHOW HELP butio above fordetsied nstructons o the folowing
rosect Diotor > Agplying for 3n Oppousity
Change Pietune > Using System Messages

> Understanding your Tasks
> Managing your awarded grant

Hallo Steven, please chooss an option below

© View Available Opportunities

‘eu have 1 Opponunites svaisbia
Swiect the View Opportunities bution below 10 5ée what is avalatle © your organzaton.

© My Inbox

You have 0 new messages.
Salget tha Open INbox buttan balow 18 5pen you SyStem message inbex

orenuse

@ My Tasks

You have 1 new tasks
You have 1 tasks that are critical

ﬁls button below 1o view your active tasks.

Click on your grant.

The grant must be in Modifications Required status to continue.

© View Available Opportunities

You have 6 Opportunities available
Select the View Opportunities bufion below to see what is available to your arganization

VEW DPPORTUMITES.

© My Inbox

You have 4 new messages
Select the Open Inbox button beiow 1o 0pEn Your System message inbox

EEr

@ My Tasks

Export Results to Screen = Sortby: Organization - m]

Date
Received

Info Document Type ‘Organization pos Current Status

Date Due

GCSD Applcaton Caty of Alpeng Grant Funds Avallable 82604 11204
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Click View Status Options under Change the Status.

GCSD Application Menu

Document Information
= Period Date |
Info Document Type Organization Role Current Status Date Due
GCSD Application Gity of Alpena Project Director Grant Funds Avalable ToiE0ls Ly

® View, Edit and Complete Forms

Select the View Forms button below to view, edit, and complete forms

© Change the Status
Select the View Status Options bution b it ions such of request

@ Access Management Tools
Select the View Management Tools button below to perfarm actions siich as adding people to this document or viewing the document history.
e saszL To01S

€» _ Grant Reports

#elect the GranMRgports bulton belaw 10 view related flems such as Guarerly Reports, Financial Status Reparts, messages. elc

Cm——

Click on Apply Status under Revisions In Progress.

Home | Applications | Financial Statis Reports | Progiess Repons
InosaMeetel | Orsendateniy | Dol | Lo
=
Bk
GCSD Application Menu - Status Options
Salact § buttnn Balnw in swssuts tha ApprEpEss SHRtu push
.IRPP;IU;TDN.CA“NCELLED
REVASIONS 1N 55
| cerir ainua ] C—
Click on View Forms under View, Edit and Complete Forms.
Info 2;';:”""‘ Organization Role Curentstas  FeR D!
GCSD Meth ing in Michigan - Michigan Depatment  Project Modifications 100172014 - 09302015
Applicaion Director Required 071232014 12.00PM EST

® View, Edit and Complete Forms

< glect the rms button below 1o view, i, and complete forms.

CEH ) s

© Change the Status
Select the View Status Options button below to pesform actions such as submitting applcations or request modifications

VIEW STATUS OFTIONS

@ Access Management Tools
Select the View Management Tools button below to perform actions such as adding people to this document or viewing the document history.

VIEW MANAGEMENT TOOLS
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Click on Comments to Applicant.

O Other Expenses
i D/Sgt Steven Spink D/Sgt Steven Spink
& Budgel Summay T eria

ig

] Applicant Attachments

o

Comments To Applicant _

Scroll through the comments to determine what modifications are required. Click Back after
you have reviewed the comments.

Click on the application section that requires modifications. Make your changes and SAVE
YOUR WORK.

1§ Federal Funding Disdosure TOZO4ZI3I5PM 70201421443 PM
B Poliical Distncts 8201423229 PM

[ Grant Summary 7182014 24823 PM

| Problem Statement TR0 24443P0 TR0 123423PM
E. Project Desciiption TOR01425617PM 72112014 13125PM
Ef Proedt Timeine TRA2014 10926PM  TR12014 13315PM
Ef Artcipated Outcomes and Pedomance Measwres 71212014 14124 PM

Salaries, Wages and Fringe Benefits 71222014 65700 AM
Travel Expenses

Supplies and Mafenals

Equpment Fxpenses

=2 232

Contractual {Subcortrads) 112272014 65920 AM
Other Expenses

= =

=)

Buoed Summary TR220146590 AN 7222014 TO258AM
Budgel Detal

i

=

Agpicant Attachments

u Comments To Apphicant

When you have completed your modifications, click on the yellow Underlined Document
Information (MSP) number.
r

|

T

[Yousrehere: > GCSD ApphcationMeny > Fomns Meny > Budget

[SALARIES, WAGES AND FRINGE BENEFITS
nsinsctions:

» Please provde detadks of SALARY AND WAGE expersessfor each funded position

o For FRINGE BENEFITS expenses, ok e checkbax besow and the section wil appear.
» Toiaddan addtonal posiion, Save this page and cick Add

o Towewtotals, Save fhes page and vist e Busgel Detads page

« Chick Save i save the page

e there: Fringe Benwfits expencess assocaied wih his posgon? LAC T

Provede a speciic descripton o this poséion (e g, pasiion tie) Grart Funds Match Fands: Total
JUSP clan lab responders §70916.00 §70,816.00 $141. 83200
Comments

el 500

Salaries and Wages, erter the FTE of Hours fo és budget tem:
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Click View Status Options under Change the Status.

Document 5 Period Date |
0 7ove Organization Role CumentSlatus o

Michigan - Michigan Degariment  Project Modficaons: 100172014 - 09302015
Ovecior  Requred 07232014 1200PMEST

GCSD
Apphcation

® View, Edit and Complete Forms
Select the View Forms button below to view, edit, and complete forms

€ Change the Status

( eledt the View ons button below to perform achons such as submiting applcations or request modficabons:

€ Access Management Tools

Select the View Management Tools busion below 1o perform acions such as adding people fo tis documert of viewing the document history

P

Apply status modifications submitted by selecting Apply Status. After modifications have been
reviewed by your grant advisor, you will receive notice to accept the contract.

Back

GCSD Application Menu - Status Options

Selecta bution below to execute the appropnate status push

JUBMITTED

APPLY STATUS

L —

N

The Application Modification has been submitted.

If you are in need of additional support or have any questions, contact a grant advisor for
assistance at (517) 373-2960.

22



Lesson #7 - Accepting a Contract

Contract acceptance is required after your application has been approved and before you
will receive grant funding. Only authorized officials can accept a contract.

LOG INTO MAGIC+
The website for MAGIC+ (be sure to bookmark it!) is: https://msp.intelligrants.com

Type your Username and Password into the corresponding boxes on the Home Page, and click
Login.

If you can’t remember your password, click the Forgot Password? link to generate a new
password that will be automatically emailed to you.

Welcome to MAGIC+ | paeen
. . =
o -

After your application and/or modifications of your application have been approved for funding,
the grant advisor will change the status to Accept Contract Required.

The project director can log in to MAGIC+ to review or copy the contract, or the authorized
official can login to review the contract or Accept the Contract.
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After logging in, click Open Tasks.

Home | Applications | Financial Status Reports | Financial Reports | Grantee Reports |

Tomwgumes | Qmaeerovy | P | lesd

Nalnc Qiaceer > Applying fot an Oppartunity
Change Picturs > Using System Uessages

> Understanding your Tasks
* Managing your awarded grant

Instructions
.Welcnma Steven Seiwct tre SHOW HELP bumion atove for detaied mstructions on the folowing

Hello Steven, plesse choose an option below

© View Available Opportunities
You have 1 Opgortunities available.
Select the View Opportunities bution beiow 1o ses what

fable 1o your organiation

© My Inbox

Vou have O new meassges
Select the Open Inbox button beiow 1o open your system message inbox

@ My Tasks

Yau have § new asks.
You have 1 tasks that are crtical

ju bution bekow 13 view your active tasks.

Click on the grant. The grant must be in “Accept Contract Required” status to continue.

€ View Available Opportunities

You have 3 Oppoduniies svailably
Salect the View Oppomtunities button below to see what is malatie o you organization

© My Inbox

You have 4 naw Fsaiges.
Saloct the Opan Inbox buticn Balow 1o cpan your ysiem mesEage inbax

@ My Tasks

Export Resuhs o

o~ Sont by; |-

GCSD Appheation cupt Contenct Ruqueed 24

Click View Forms.

iment Information

Information

Info  Document Type Organ

GCSD Reports City of Alpena Project Darector Repor In Progress

® View, Edit and Complete Forms

rms butlon bekw lo vew, edil, and complele forms

€ Change the Status
Select the View Status Options hutton below to perfinmm actions such as submitiing applicafions or request modif

VIEW SIATUS DPTIONS
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At the bottom of the page, click Contract to generate a PDF version. You may print or save the
copy of your contract.

Confractual {Subconiracts

Other Expenses

N @ O

Mr. MIMSP Tkaczyk Mr. Project Director Jr.
Budge! Summa 20014 G444TAM 9233014 31730 P

Budget Detail

Attachments

0 Applicant Aftachments

D Comments To Applicant

At the top of the page, click on the Application Number.

(0 Bk
GCSD Application Menu - Forms
Please complete all IE‘W
Document Inforration: 72062-4-Meth in MI-15 —
' Details
Forms
Status  Page Name Note Created By Last Modified By
Application
T DISgt Steven Spink Lt Emmitt McGowan
I Ceticaions and ssrances TRI4 14155PN TRIDI4 95237 Al
3 : 2 DISgt. Steven Spink
g Applicant and Project Information TR014 2244 P
Z Federal Funding Disclosure E)/SgtAS‘iev?n Sp'.'lk 9/891 AS.M?'] ?plﬂlf.

Click View Status Options.

Document S - Cram : Period Date |

Info Type Organization R Current Status Date Dus
GCSo Mehamphetamine i Michigar - Michigan Authorzed  Accept Contract 10012014 - 0302015
Apphcaton  Depariment of Stale Prbce Offcial Requred 07232014 1200PM EST

® View, Edit and Complete Forms
‘Salact the View Forms hufion below fa view, it and complete forms

£ Change the Status

P
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Click Apply Status under Contract Accepted.

Back

GCSD Application Menu - Status Options

Seiect 2 button beiow 1o execise e appropnate stalus push

ONTRACT o
C—
ECLINED
MODIFICATIONS REQUIRED

APPLY STATUS

Confirm you wish to accept the contract by selecting | Agree. After confirming, the status will
change to Grant Funds Available.

Agreement

Pleasa make a selechion below to continue

Wy would ke 1 include notes alyout this status change. please supply thim below.

0 of 2000
oo

Your contract has been accepted.

If you are in need of additional support or have any questions, contact a grant advisor for
assistance at (517) 373-2960.
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Lesson #8 - Submitting a Financial Status Report

LOG INTO MAGIC+
The website for MAGIC+ (be sure to bookmark it!) is: https://msp.intelligrants.com

Type your Username and Password into the corresponding boxes on the Home Page, and then
click Login.

Ifated and mansged by & Project Diecio: who sl be ditecy
' als. F ana 2
¥ cliching the “Tiew User Raciairalion”  fogin po =

¥ bechnical

Safwars Haig Desk

e Doe Avastabiity

u Frietay WA 10 B E5F
=90

1800
v g destagatesaftware com

If you can’t remember your password, click the Forgot Password? link to generate a new
password that will be automatically emailed to you.

Click Open Tasks.

Instructions
EVE|fgm? Steven Seiect the SHOW HELP button above for Setailed instrustions on the folowng
roject Dirsctor > Applying for an Cpportumity
Crangs Pictre > Usmg System Messages

> Understanding your Tasks
> Managing yout Fwarsed grant

Hello Staven, please choose an option below

© View Available Opportunities
You have 1 Opportunities avaiable
Select the View Opportunities button balow 10 ses what 5 available to your organzaton

® My Inbox

You have 0 new messages
Select the Open INDOX bulton Below 10 OEA You! SyS1Em message inbax

@ My Tasks

You have 1 new tasks
You have 1 tasks that are eeitsal
Tasks button below 10 view your active tasks

(m_

o
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Click on your grant. The grant must be in Grant Funds Available status to initiate reports.

@ My Tasks
Export Results to Screen - Sortby: Organization - B3
Info Document Type Organization Nams Current Status g:lcecivl-d Date Due
GOS0 Application ity of Alpe: g:;’;:fﬂf‘t" o Grant Funds Av‘allshle_ BIPEPO14 11732014
e

1

Click Grant Reports.

GCSD Application Menu

Documeant Information

Period Date |
Date Due

Info  Document Type Organization Current Status

GCSDAgpication  CavolAbgra  ProectDirector  Grant Funds Avalabke e

® View, Edit and Complete Forms
Select the View Forma bution below to view, edit, and complete forms

© Change the Status
Select the View Status Options buton beiow 1o perom acsons such 4% submsing appicanons of request modifications

| o staTus opmiows

€ Access Management Tools
Selact the View Management Tools buston befow o perform achions such as adding peophe 1o this document or wewmng the document Hrstory

| view manasEmERT 1ooLS

Click the link to Initiate a Current Financial Status Report.

Related Documents
Sort search results by: — Select — . ﬁ
Document Type Name Current Status ;::ieogt?:!e! Created By Last Modified By
GCSD Reports Initiate afan 1st Quarter Progress Report
GCSD Reports Initiate a/an Civil Rights Compliance Report
GCSD Financial Status Initiate a/an October Financial Status Report —
GCSD Reports Initiate a/an Time Cerlification Report Period 1

On the confirmation screen, click | Agree.

Agreement

Please make a selection below to continue.

pTloase cogfirm that you wish to initiate a Financial Status Report.
1 DO NOT AGREE |

~N
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Click Grant Reports.

Document Information:
Parent Information:

Details
Info Document Type Organization Role Current Status :
GCSD Reports City of Alpena Project Director Report In Progress

® View, Edit and Complete Forms
Select the View Forms button below to view, edit, and complete forms.

VIEW FORMS.

© Change the Status
Select the View Status Options button below to perform actions such as submitting applications or request modifi

VIEW STATUS OPTIONS

€ Access Management Tools
Select the View Management Tools button below to perform actions such as adding people to this docun{ Access M3

VIEW MANAGEMENT TOOLS

@ Grant Reports

0rts button below to view related items such as Quarterly Reports, Financial Status Reports, messages, etc.
) ) ¢m—

Click on the link to the Financial Status Report form.

2\

Document Information: FSR-2015-Oct-City of Alpena-00020
Parent Information:
Details

Forms

Status Page Name Note Created By Last Modified By

Project Director

Financial Status Report 1112/2014 8:42:55 AM

For the first month of reporting, the FSR page will show no year-to-date (YTD) expenditures.
The balance column will remain blank until the page is saved for the first time.

FINANCIAL STATUS REPORT

Instruction:
« Report in whole dollars only.
« Please save the page fo update calculations.

Expenditures Agreement
Budget Categories Previous YTD Current Period + - Carrections YTD Budget Balance
Salary and Wages ® e $0
Fringe Benefits ® 6 $0
Travel Expenses ® 0 §5,256.00
Supplies and Materials ® @ $2,150.00
Contractual {Subcontracts) ® ® $1,050.00
Equipment Expenses ® @ $275,000.00
Other Expenses ® @ $5,250.00
TOTAL EXPENDITURES
Grant Funds ® ® $211,056.00
Match Funds ® @ $77,650.00
TOTAL FUNDING

Grant Reimbursement
Requested this FSR
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Enter the amount of TOTAL expenditures for each applicant line item in the Current Period

column.

Budget Categories
Salary and Wages

Fringe Benefits

Travel Expenses

Supplies and Materials
Contractual (Subcontracts)
Equipment Expenses

Other Expenses
TOTAL EXPENDITURES

Grant Funds

Match Funds
TOTAL FUNDING

Previous YTD

Expenditures

Current Period

o $2,000.00 & ©

e $1,500.00 & ©

Corrections

9 $500.00 © ©

Grant Reimbursement
Requested this FSR

Agreement
Y1D Budgst

30

30

$5,256.00

$2,150.00

$1,050.00

$275,000.00

$5,250.00

$211,056.00
$77,650.00

Balance

12
©

Match Funds. Click Save.

Once you have clicked Save, the system will calculate all amounts entered.

You will now see the remaining budget amounts in the Balance columns

The reimbursement amount is displayed in the grey box.

In this example, $2,000.00 was expended during October for the Travel Expenses
category.

Of the total expenditures (total = $2,000.00), enter the amount of grant funds being
requested in the Grant Funds row of the Current Period column (e.g. $1,500.00).

Of the total expenditures, enter the amount of match funds used in the Match Funds row
of the Current Period column. In this example, $500.00 of the $2,000.00 were local

FINANCIAL STATUS REPORT

Instruction:

Budget Categories
Salary and Wages

Fringe Benefits
Travel Expenses
Supplies and Materials

Equipment Expenses

Other Expenses
TOTAL EXPENDITURES

Grant Funds
Match Funds
TOTAL FUNDING

0 of 100

Contractual (Subcontracts)

If there is a correction, explain

« Report in whole dollars only.
+ Please save the page to update calculations.

Previous YTD

S0
$0
$0
S0
$0
S0

S0
S0

S0

$0
S0

Expenditures

Current Period + - Corregtions

$2,000.00

$2,000.00

$1,500.00
$500.00

$2,000.00 v

$0

$0

Grant Reimbursement |
Requested this FSR

s_1,ao_o.oo|

Agreement
YID Budget

$0 S0

$0 S0
$2,000.00 $5,256.00
$0 $2,150.00

$0 $1,050.00

$0 §275,000.00

$0 $5,250.00
$2,000.00 $288,706.00
$1,500.00 $211,056.00
$500.00 $77,650.00
$2,000.00 $288,706.00

Balance

$0

$0
$3,256.00
§2,150.00
$1,050.00
$275,000.00

$5,250.00
$286,706.00

$209,556.00

$77,150.00
$286,706.00
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Once everything is entered and the page is free of errors (and the calculations are reviewed as
correct), click the link to View Status Options to submit the FSR.

Equipment Expenses $0 $0 $275,000.00 $275,000.00
Other Expenses $0 $0 $5,250.00 $5,250.00
TOTAL EXPENDITURES $0 $2,000.00 $0 $2,000.00 $288,706.00 $286,706.00
Grant Funds $0 $1,500.00 $1,500.00 $211,056.00 $209,556.00
Match Funds $0 $500.00 $500.00 $77,650.00 $77,150.00
TOTAL FUNDING $0 $2,000.00 $0 §2,000.00 §288,706.00 $286,706.00

Grant Reimbursement
Requested this FSR $1,500.00

If there is a correction, explain:

0 of 100

Click here to view Status Options (e.g. Submit)

Click Apply Status for the option to submit the reports.

GCSD Financial Status Report Menu - Status Options

Select a button below to execute the appropriate status push.

Document Information:
Parent Information:
Details

Possible Statuses
TTED

< APPLY STATUS. _

On the Agreement screen, click | Agree.
*Entering notes is optional for normal report submission.

Agreement

Please make a selection below to continue.

Please confirm you wish to SUBMIT your Financial Status Report.
If you would like to include notes about this status change, please supply them below.

0 of 2000

‘ DO NOT AGREE |

The FSR has been submitted.

If you are in need of additional support or have any questions, contact a grant advisor for
assistance at (517) 373-2960.
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Lesson #9 - Submitting a Quarterly Progress Report

LOG INTO MAGIC+
The website for MAGIC+ (be sure to bookmark it!) is: https://msp.intelligrants.com

Type your Username and Password into the corresponding boxes on the Home Page, and then
click Login.

Welcome to MAGIC+

T Michsgan Autornated Grant Information Connechon (UAGHC+) system i used 1o apply for

grant requiremants for State Fosice (MEF)
Eyme Justice Assistance [JAG) Grants and the Office of Hghway Safety Planning (HSF)
Tratfic For more about please cick on

comuspending o o links baiow

Enen grast sopl [ 4 managed & W il 4 gty
TEspOEale 104 all GIant SCIMBS SNd MEOMING. New Auharized OMasts, Financal Oficers and
Project Directors By 0 the Hiew Liner Eegisrabon” link in the iogn box
10 ne 1ight. T an emad NoENCason of registraton approval is rEceled, New USETS e

be atée io log in_ 304 additional staf and initate applicatons

ik i B0 10gin D 1 th
wd password snemots
Be Te Iermporany paskwerd Mal

B Nt the SCCOUNT DDA BNl SOONBES MAUSH HO CUTEAT i1 e

Emast neipdesk@agatesofiware com

If you can’t remember your password, click the Forgot Password? link to generate a new
password that will be automatically emailed to you.

Username

Welcome to MAGIC+

The Michigan Automated Grant Information Connection (MAGIC+} system is used to apply for
and manage grant applications and reporting requirements for the Michigan State Police (MSP)
Byrne Justice Assistance (JAG) Grants and the Office of Highway Safety Planning (OHSP)
Traffic Safety Grants. For more information about these grant programs, please click on the
corresponding program information links below.

Each grant application must be initiated and managed by a Project Director who will be directly

responsible for all grant activities and reporting. N, ALuthorized Officials _E) ncial Officers and
Project Directors must first register by thckmgmeMm the login box
0 the right, Once an email noBfication of registratioR SpProval 1S receivad, MEW users will then
be able to log in, add additional taff and infiate applications.

Passwords may be reset by clicking 1 link in the 1ogin box to the right.
There is 3 15-minute lockout period if the nUMBETETaMowed password attempts is exceeded
5o users must wait the full 15 minutes before atidilipting to use the temporary password that
will be provided via email. Nofe that the account plfile email address must be current in order
o receive the temporary password.

Fortechnical assistance, including username andipassword issues, please contact the Agate
Software Help Desk

Help Desk Availability

Hours: Monday thru Friday 8am to 8pm EST

Phone: 1-800-820-1890

Email: helpdesk@agatesoftware.com

Click Open Tasks under My Tasks.

@ My Tasks

You have 1 new tasks
‘You have 1 tasks that are eritical
Select the Tasks button below to view your active tasks

(== —
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Click on your grant. The grant must be in Grant Funds Available status to initiate a report.

@ My Tasks
ExportResultsto Screen ~ Sortby: Organization - B
Info Document Type (o VELIFEL LT [ ELE Current Status g:tceeived Date Due
" 70484-4-City of L
GCSD Application City of Alpe Abena 15 : Grant Funds Available - 8262014 111372014
S —

Click Grant Reports.

© Grant Reports

ect the Gra
| GRAM RTS |

orts button below to view related items such as Quarterly Reports, Financial Status Reports, messages, efc

Cm——

Click the link to Initiate a/an 1°' Quarter Progress Report.

Sort search resuts by: - Select - - E

Document Type Name Current Status ;Z:':gimr Created By LastModified By

GCSD Reports
GCSD Reports

Initiate a/an 1st Quarter Progress Report

Inifiate a/an Cral Rights Compliance Report
GCSD Financial Status Report  Initiate a/an Qctober Financial Status Report
GCSD Reports

Initiate a/an Time Certification Report Period 1

On the Confirmation Screen, click | Agree.

Agreement

Please make a selection below to continue.

pfase coR{irm that you wish to initiate a Quarterly Progress report.
1 DO NOT AGREE |

Click View Forms.

Document Information: PR 1
Parent Information:

Details
Info Document Type Organization Role Current Status :
GCSD Reports City of Alpena Project Director

Report In Progress

View, Edit and Complete Forms

elect the Vie!

VIEW FORMS

orms button below to view, edit, and complete forms.
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Click on the links to access the report forms.

Progress Report Common Pages are created from the Anticipated Outcomes and Performance
Measures page(s) in the approved grant. There may be multiple pages, depending on how
many pages exist in the grant application.

Contingent on the Program Area applied for, specific forms will be required. The system will
display all necessary forms, based on this criterion.

All four sections in the Reports Menu are required to be completed before submitting.

GCSD Reports Menu - Forms

Please complete all required forms below.

Document Information
Parent Information:

Details

Forms
Status Page Name Note Created By Last Modified By

L) Progress Report Common Pages (2)
Increase collaboration with citizen groups, schools, criminal
U justice agencies. local communities.,
g Reduce the supply of cocaine and crack cocaine in the
= Performance Measurement Tool (PM | Rroject area, AM

O Program Income Reports

Note: For forms with multiple pages, hover your mouse over the page link to see individual
page names. Page names may be clicked for direct access to that particular page.

The text on the Common Pages form(s) is derived from the approved grant.

For reporting purposes, enter text in the Progress Towards Goal textbox and click Save.

If your goals and Performance Measures were attached to your grant, you must report your
progress in the available space. This must be done for each page of the Progress Report
Common Pages.

Note: If there are multiple pages, you may navigate to those
pages by selecting the page name from the dropdown list and
clicking Go. Please remember to save before leaving the page.

Back

Document Information
Parent Information

Youare here: > GCSD Reports Meny > Eorms Meny

Increase collaboration with citizen groups, schools, ciminal justice agencies, local communities, ~

PROGRESS REPORT COMMON PAGES

Instructions

1) Repaont progress towards the goal(s), using the Performance Measures specified for the goal(s)
2) Click the Save button.

3) To add another Goal, click Add.

4) To report progress on another Goal, select the Goal in the page title dropdown and then click Go.

Goal
Increase collaboration with citizen groups, schools, criminal justice ag:

Performance Measures, from the application:
The section commander or designee will
. Participate in a minimum of one community event
Conduct a minimum of two community presentations to educate the public about trends and dangers of illicit drugs and explain the
services.
. Attend a minimum of two substance abuse coalition meetings per year
Attend a minimum of one County Drug Surveillance Group meeting
Attend a minimum of six local detective, intelligence or chief meetings per year

783 of 1000

Prifkess Towards Goal, using the Performance Measures

0 of 1500
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Follow the page’s instructions to complete all other required forms.
Pages with downloadable forms will open in a new window when the form links are clicked.

PROGRAM PROGRESS REPORTS

Instructions:
1) Click to select the appropriate Progress Report template.
2) Complete the template, and save locally.
3) Browse and select the Program Income report.
e Click the Browse button and search for the document.
s Once selected, the path to the file will appear in the Document Source field.
4) Click the Save button.
5) To add ancther document, a new attachment row will appear when Save is clicked.

Template for Multijurisdictional Task Forces
Template for All Other Program Areas

Click here to view Status Options (e.g. Submit)

Title:

Decument Source:

Browse...

PROGRAM INCOME REPORTS

Check this box if your program does NOT receive income [

Instructions:
1) Click link to select the appropriate Program Income Report Template.
2) Complete the template, and save locally.
3) Browse and select the Program Income Report.
» Click the Browse button and search for the document.
s Once selected, the path to the file will appear in the Document Source field.
4) Click the Save button.
5) To add another document, a new attachment row will appear when Save is clicked.

Template for Multijurisdictional Task Forces
Template for All Other Program Areas

Click here to view Status Options (e.g. Submit)

Title:

Document Source:

Browse...

PERFORMANCE MEASUREMENT TOOL (PMT)

Instructons.
1) Click link to access the Performance Measurement Tool (PMT) site
2) Sign n using the User ID and Password provided by your Grant Advisor, complete the PMT report, then save locally 1o your comguter
3) Browse and select the PMT report from your computer
« Click the Browse button and search for the document
» Once selected, the path 1o the file will appear i the Document Source feld
4) Click the Save button

User ID: JSmith
Password: OpenSesamef23
Contact your Grant Advisor if you do not see User ID or Password information.

o Measyrement Tool site

Click here o view Slatus Oplons (e g. Subml)

Title:

Document Source:
Browse

Once all forms are complete and ready for submission, click the document number.

Back

Document Irforma( ) C——

Parent Information:

Details

You are here: = GCSD Reporis Menu > Forms Menu
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Click View Status Options.

@ View, Edit and Complete Forms
Select the View Forms button below to view. edit. and complete forms

VIEW FORMS

Change the Status
elsct the View Statu: ions button below ta perform actions such as submitting applications or request modifications.

@ Access Management Tools

Select the View Management Tools button below to perform actions such as adding people to this document or viewing the document history.

VIEW MANAGEMENT TOOL S

Next, click Apply Status located under Report Submitted.

Document Information:
Parent Information:
Details

Possible Statuses

ITTED
< C——
—

On the Agreement screen, click | Agree.

Entering notes is optional for normal report submission.

Agreement

Please make a selection below 10 conbnue

Please confirm you wish to SUBMIT this report.
I you would like 1o include notes about this stahs change, please supply them bekow

oL

The Quarterly Progress Report has been submitted.

If you are in need of additional support or have any questions, contact a grant advisor for
assistance at (517) 373-2960.
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Lesson #10 - Completing an Amendment

LOG INTO MAGIC+
The website for MAGIC+ (be sure to bookmark it!) is: https://msp.intelligrants.com

Type your Username and Password into the corresponding boxes on the Home Page, and then
click Login.

Welcome to MAGIC+

o one

If you can’t remember your password, click the Forgot Password? link to generate a new
password that will be automatically emailed to you.

¥
L
ogin
Welcome to MAGIC+ .-.m:
" sy e ==

After determining that your grant will require an amendment, contact your grant advisor via
telephone or email.

Your grant advisor will initiate the process by changing the status of your grant to Amendment in
Progress.

Clink Open Tasks.

@ My Tasks

You have 1 new tasks.
You have 1 tasks that are critical

@asks button below to view your active tasks
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Click on your grant. The grant must be in Amendment in Progress status to continue.

@ My Tasks
Export Results to| Screen ] Sort by: [~ Select - Nl < |
Info Document Type Organization Name Current Status E]:z‘-‘:;rmj Date Due Al
GCSD Application of Alpla ,LEE:A_;CM_Q! Amendment in P:uyrssh 117202014 117372014
O —

Click View Forms to start the amendment process.

Document Information

Current Status

Mathamphetarmi Accept Contract 10001/2014 - DHINZ015

Department o ol G Oficial Roguined OF2I2014 1200PM EST

Apphcation

™ View, Edit and Complete Forms
ﬂF«m. biitton below 1o view, e, and complete foims
I ) (—
e

Click Amendment Justification.

Project Director
B Crant Summary 812612014 2:16:15 PM
Project Director
B EoblembStalement 8/26/2014 2:16:28 PM
5 ’ Project Director
. - Project Director i
B Project Description ss0m 25T PY oo 01 ZTT0S
. . Project Director
B Project Timeline 812612014 2:17:59 PM
B Anticipated Outcomes and Performance Measures (2
Budget
. Project Director
i Salaries. Wages and Fringe Benefits 11112/2014 12-26:07 PM
AdamGCSD GCSD
i Travel Expenses 1111212014 85217 AM
. ) AdamGCSD GCSD
i Supplies and Materials 11/12/2014 8:52-44 AM
Project Director AdamGCSD CCSD
i o :54:
B Equipment Expenses 8126/2014 2-20:20 PM luﬂZIZUMS 54:32
AdamGCSD GCSD
O Contractual (Subcontracts 11/12/2014 8:53-17 AM
AdamGCSD GCSD
B Other Expenses 11/1212014 8:53:50 AM
Project Director
Dudget summary 20
B Budget Summa 8/26/2014 2:20:35 PM

Budget Detail
Attachments

O Applicant Attachments

O Comments To Applicant
Contract

O Contract

Amendment

B Amendment Justification (2) —
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Complete the Amendment Justification by describing the reason for the amendment. The
information you input into this box will be transferred to the final amendment.

Make sure to Save!

You can now go back to the View, Edit and Complete Forms link to make changes to your
application.

| Financial Reports | Geantes Reports |

Bmeerty | Adebinien | Inbnoltenl | Qossigosly) | Bafl | Lessd

2 [ o [ococecmon]

[ o
You are & - -
B > GCSD Apchcation Meny > Formg Meoy > Amendment

™~
AMENDMENT JUSTIFICATION

Dracrite e reason for the asvndment

0el500

Conlract languapt:

0 Select the line items from your budget that will be changed.
@ Enter the new information and save your changes.

o To check your changes, you are required to open your Budget Summary. If you do not
complete this step, you will receive a Global Error when trying to change the status.

| (aaant Summary Project Drector
= S A BZB201 21615 PH
f Problem Statement Praject Director
v " B26201 21623 P
Proct Direcior
Proyect Dwechor i sl
BEAULIGSTPU g
¢ T Project Director
¥ e W60 21T59PM
& Anticipated Outeomes and Pedbrmance Measures (2]
. 7 2 oA e s Project Director
A Salanes Wages and Frnge Benshi 5 -
= A0S, S1R0eR 0 T Jenes 12200 122607 PN
¥ Timel Expenses AZamGCSD GCSD
R - 1122018 85217 AM
' R e Adam(CSD GCSD
i Supohies and Materials 018 85244 AM
—
@ ek ok AdamBCS0 GCSD
I PSRN i a5
B26204 22020 PM Y
i Contrachual (Sobeoniractz] Adam(CS0 GCSD
v Contrachual (Subcomiracts) 220 85347 AM
' othar Exmensas - Adam(GCS0 GCSD
¥ e 11122014 85350 AN
- Bordadl Siareraars Project Drector
! Qe Sumrary o B262014 22035 PH
Budgst Deta
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Return to your Application Menu by clicking on your Document Information number.

Back
GCSD Application Menu - Forms

D‘F“”Wﬂm

Last Modified By
Honorable Authorized

Project Director Offcial St

262014 20040 PM  BRE2014 32128
=7}

Project Divector

82672014 2:15:17 PM

Project Dwector
872672014 2 15:34 PM

oject Diector
82672014 21547 PM

Click View Status Options.

tiome | Applications | Financlal Status Repors | Financial Reports | Gramea Repons

Tranog Vaterws | Qrassaienls) | Prot | Lesd

Back

GCSD Application Menu

Info  Docamant Typs Organization  Role Cusrvent Status Pasiod Date |

Date: Due

V012013 - 1001201

GOSD Apglicastion CiiyofMloena  Propct Divscter  Amandmant in Progress 01 3 60 EST

@ View, Edit and Complete Forms

Select the View Forms button below 1o wew, edl. and complele forms.

nge the Status
< Sedect the View SiafusWglions button below to perdorm schions such a3 submilling apphcations o request moddcations
N

The project director will submit the Amendment Request by selecting Apply Status under
Amendment Submitted.

Financial Status Reports | Financial Reports | Grantee Reports |

Tinpq Mriwa | Oeomnizaiools) | Erofle | Loswd

GCSD Application Menu - Status Options

Select a button below to execute the approprate status push

AMENDMENT )
—
GRANT FUNDS AVAILABLE

AMENOMENT CANCELLED

After your grant advisor has reviewed the changes, you will receive notification to either make

modifications to the amended changes or to have your authorized official accept the
Amendment.
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AUTHORIZED OFFICIAL AMENDMENT PROCEDURE
The Authorized Official logs into MAGIC+ and clicks Open Tasks.

My Inbox

You have 5 new messages
Select the Open Inbox bution below to open your system message inbax

@ My Tasks

You have 47 new tasks.
You have 8 tasks that e itical

y.n%m button below to view your active tasks

Click on your grant. /
GCSD Application City of Alp&ga ;MBM'CH of mendment Acceptance Required 12412014 11732014
Ipena-15

Click on View Forms to open your Application Menu.

Home | Applications | Financial Status Reports | Financial Reports | Grantes Reports |

Tminng Mniernly | Orsongaton(s) | Orofie | Logeut

Back
GCSD Application Menu

Peviod Date |

Date Due

MO12013 - 1112014
11032014 J-00PM EST

Info Document Type  Organization  Role Curront Statis

GCED Appheation Gy of Alpeiia Authonzed Ofical  Amendment Acceplance Requined

@ View, Edit and Complete Forms

%Fonm Button bebow o view, #dit, and complete forms

At the bottom of your Application Menu you will find the created Amendment.
If you have had more than one amendment, you will see options for opening the correct
Amendment.

Project Director
(g Salaries Wages and Fringe Benefits 11/12/2014 12-26:07 PM
AdamGCSD GCSD
& Travel Expenses 111212014 85217 AM
Project Director
. AdamGCSD GCSD z
[E Supplies and Materials 11/12/2014 8.52-44 AM L:\:IQMZOM 7:17:55

AdamGCSD GCSD

Project Director
00 54
Br Equipment Expenses 8/26/2014 2-20-20 PM LL/,IWZ/ZUM §:54.32
Project Director
AdamGCSD GCSD i
B Contractual (Subcontracts 11/12/2014 85317 AM luEMZUM 7:18:59
AdamGCSD GCSD
Dther Expenses 63+
& Other Expenses 1111212014 85350 AM
Project Directar
& Budget Summary 8/26/12014 22035 PM
Budget Detail
B Applicant Attachments
O Comments To Applicant
b Contract

& (irmen ) (u—
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Sample Amendment.

Contract Manager and .
Location/Building L=k Smith,

Amendment No. 2 to the
Agreement Between Michigan State Police and
Village of Indiantown
D8803 St
Lansing. MI 48912
for
City of Alpena

1_Period of Agresment
This agreement shall commence on 01/01/2013 and continue through 12/31/2013. This agreement is in full force and effect

fior the pericd specified.

2_Program Budget and Amendment Amount
The purpose of this amendment s to help train grantees.

3. Amendment Purpose
Updated Equipment from 150k to 200k

4. Original Agreement Conditions
It is understood and agreed that all other conditions of the original

agreement remam the same.

3. Special Certification
The individual or officer signing this amendment certifies by his or her
signature that he or she is autherzed to sign this amendment on behalf of
the respensible goveming board, official or contractor.

6. Signature Section

For the Michigan State Police

Date
For the CONTRACTOR
Authorized Official
MName Title
Signature (if applicable) Date

The Authorized Official’'s typed name, in lieu of a signature, represents the Contractor’s legal
acceptance of the terms of this Amendment

Sample Budget Summary.

Back

Document Information
Details

You are

here: > GCSD Application Menu > Forms Menu > Budget

BUDGET SUMMARY

Instructions:

o This page serves as a reference of values entered on the individual budget pages.
« This page is view-only .

Line Item Titles Grant Funds Match Funds Total
‘ SALARIES & WAGES $1,000.00 $250.00 $1,250.00
Total FTEMHours | 1 ‘ ! 1]

‘ FRINGE BENEFITS $1,000.00 $250.00 $1,250.00
PERSONNEL TOTAL $2,000.00 $500.00 $2,500.00

TRAVEL $4,756.00 $500.00 $5,256.00
SUPPLIES & MATERIALS $5,000.00 $250.00 $5,250.00
CONTRACTUAL (Subcontracts/Subrecipients) $900.00 $300.00 $1,200.00
EQUIPMENT $201,000.00 §75,000.00 $276,000.00
OTHER EXPEMSES $3,500.00 $1,750.00 $5,250.00
TOTAL $217,156.00 §78,300.00 $295 456.00
Match Percentage 26.50%
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Sample Budget Detail.

Grants to be Funded
Tope Description State Funds Local Funds Total
Salaries and Wages TESTTITLE $1.000.00 $1.000.00 $2.000.00
FTE: 20
Salaries and Wages TESTTITLE 2 $500.00 $500.00 $1.000.00
FTE: 1
Subtotal: $3.000.00
Tvpe Description Steda Funds Local Funde Totel
Fringe Benefits TEST BEMEFIT $260.00 $250.00 $500.00
DESCRIFPTION
Fringe Bensefits TEST BENEFITS $300.00 $300.00 $600.00
DESCRIFTION 2
Subtatal: $1.100.C0
Tape Description Stede Funds Lacal Funds Total
Trawel Expenses $0.00 $0.00 $0.00
Trerel Expenses Airfare $1.250.00 $1.250.00 $2,500.00
Trawel Expenses hileage $166.00 $0.00 $168.00
300 Miles (& BB cents per
gallan
Subtotal: $2.668.00
Tops Deacription Stewte Funcls  Locml Funds Totad
Supplies and Materials sdigscigsdy $5,000,00 $1.200.00 $6.200.00
Subterted: $6.200.00
Tops Description Steta Funds  Locsl Funds  Total
Ecuipment Expenses ergscgsfy $5.000.00 $1.000.00 $6.000.00
Subtotal: 36.000.00
Tos Description Stede Funds Locsl Funds Totel
Contractual Subcontracts Contractor 2 $300.00 $300.00 $600.00
asddfs
Contractual Subcontracts TEST CONTRACTOR $200.00 $200.00 $400.00
Lighting
Subtotal: $1.000.00
Tvpe Description Stete Funds Local Funde Totel
Other Expenses digostgsdig $500.00 $0.00 $E00.00
Subtotal: $500.00
Page
020972015 Page 1 of 2

After reviewing your Amendment return to the top of the page and click the Document
Information number.

Tranng Masron | Qroancmonis) |

Back

GCSD Application Menu - Forms

Plaase complate 38 re

Honarable Authonzed
Projict Director Off
#126/2014 2.00.49 PM

00 ASSULINGES

014 32128

Grantes Ry

Tisnea Matesh | Cramcatonisl | Swmie | Lo

Back

GCSsD Application Menu

GCED Apphcation iy of Algang  Mathoszed Oficial  Amendennt Asce

ance Requited

™ View, Edit and Complete Forms

Salect tha View Forma buttan Balow 1o wew, sde, and complsts izems.

£ Change the Status

< Ealect the View ons button Balow 1o perform actions such a5 subemitting sppheations of fequest madfications

S
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If the Amendment is acceptable, the Authorized Official clicks the Amendment Accepted status.

Home | Applications ‘ Financial Status Reports | Financial Reports | Grantee Reports |
Irsing Msteris | Quaanzotonis) | Profie | Logout

SHONTHELP

Back
GCSD Application Menu - Status Options

Select a button below to execute the approprate status push

EPTED
(
DS AVAILABLE
q

Top of the Page

o
=

© Copyright 2000-2014 Agate Software, Inc

If the Amendment is not acceptable, the authorized official applies the Rollback to Grant Funds
Available (Amendment Cancelled) status to reinitiate the process.

The Amendment has been submitted.

If you are in need of additional support or have any questions, contact a grant advisor for
assistance at (517) 373-2960.
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Lesson #11 - Civil Rights Compliance

All personnel who receive Byrne JAG and/or RSAT funding are required to receive
training at least once per year.

The Project Director is responsible for making the training available and collecting the signed
Training Certification. All signed forms are to be attached to MAGIC+.

This requirement is not due until the final day of the award period in case employees who
receive funding are added or replaced.

LOG INTO MAGIC+
The website for MAGIC+ (be sure to bookmark it!) is: https://msp.intelligrants.com.

Type your Username and Password into the corresponding boxes on the Home Page, and click
Login.

Welcome to MAGIC+

If you can’t remember your password, click the Forgot Password? link to generate a new
password that will be automatically emailed to you.

e State P ; N
1 .n_ 1
Woelcome to MAGIC+ L —
T PP F " o " by Pt m

Click Open Tasks.

@ My Tasks

You have 1 new tasks,
You have 1 tasks that are critical

@Hsks button below to view your active tasks.
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Click View Related Items.

GCSD Application Menu
Document Information: 7
&, Period Date |
Info  Document Type Organization Role Current Status Date Due
GCSD Application City of Alpera Project Director Grant Funds Available 110112013 110172014

11032014 3.00PM EST

® View, Edit and Complete Forms
Select the View Forms bution below toview, edit, and complete forms:

© Change the Status
Select the View Status Options buston below to perform actions such as submitting applications o request modfications

| veew saTus ormous

@ Access Management Tools
Select the View Management Tools bution below lo perform actions such as adding people to this document or viewing the document history.

Selecl (he Grant
GRANT REFORTS

Home | Applications | Financial Status Reports | Financial Repors | Grantee Reports ‘

Traning Materials | Organizaton(s) | Profie | Logout

Back
GCSD Application Menu - Related Items

The various sections below can link to items that are associated with this document

iod Date / :
Document Type Current Status Date Due Created By Last Modified By

GCSD Repotts ;‘mgtg a/an 15t Quanter Progress

epod

Initiate a/an Civil Rights

GCSD Reports

ompliance Report
GCSD Financial Initigte a’ah November Financial
Status Report Status Report
Initiate a/an Time Certification
GCSD Reports Repodt Period 1
10/01/2014 -
. p Carol Bush Jim Rapp

(SSICISD Enangnal FSR-2015-Oct-Meth in MI-)0029 SR ng" :?‘g;:,ggm 111912014 1202014

R e 10:05:29 AM 4:20:05PM

11:59PM
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Click I Agree.

ports | Financial e

Agreement
Please make a Below to continue

o nitiate & Cral Rights Comgliance repan

Click on the Employee Civil Rights Training hyperlink to open the form. You may save the
form to your computer for completion and distribution.

wts | Grantee Reporns |

Tranios Myleraly | QranGatosds) | Protle | Rassd

You are -
by > GCSD Roods Meay > Eacms Men

w

CIVIL RIGHTS COMPLIANCE

mnstructions.
1) Clck the Bk 80 oStal
2} Compiett the tampk

MHOTE: DO HOT leave any spaces, place 8 period between e words OR use any special characlers in the file name, e.0. 7. in e
A0CUmEnt RAMe. AZICNMSALS My 08 in Word, PDF, JPG, XLS of GB leimal The descriplive B18 antered 006t nt have 10 B e
Samé# 33 ihe Ml name. 8nd It can iInclude Spaces

3) Brcws 3nd Seloct e Eaved. Signed Chil Rights Training form
* Click e Browse bution and search for e documant
- Once S810cI0a, M BAN 16 e Tb will Appear In M Documnt Sourcs Seld
4) Clickihe Save buon

) To a0a anethir Caal Rights T @ fafm, & niw aac T appea when Save is cackird

WOTE: Do NOT submit this report unbi the end of ihe grant parind. so that adaitonal forms can be atached f needed
during S grant penog

Cilek hars o view Stghys Options (e Susmil

Empieyee Name:
[Franids Forownz
Document Source:
Browse. | DELETE
20503 1205

Employee Hame:

Dacument Source:
Browso

The compliance form has a hyperlink to the Department of Justice (DOJ) Training website for
employees who need to complete the training.

D221 QDT
MICHIG AN STATE POLICE
Gavts 3nd Commuily Semies DUEDL

BYRNE JUSTICE ASSISTANCE (BYRNE JAG) GRANT
RESIDENTIAL SUBSTANCE ABUSE TREATMENT (RSAT) GRANT
EMPLOYEE CIVIL RIGHTS TRAINING CERTIFICATION

AUTHORITY: \-Izlu'm COMPLIANCE: Vblurtary, howewer grant funds will be withheld if not retumed completed and signed for each grant-
jed employee within 90 days of grant contract acoeptance or date of hire for new employees/aubcortractors.,

Submit the signed Employee Civil Rights Training Cedification fo the Grants and Community Services Division via < (517)
2411081 or & mail

\r-nnh s Jusrcmtmmr

£ a condition of accepling Byrne JAG or RSAT funding. all grantfunded employees and subcontractors are requited fo receive
Faining at least ence every conbractyear reqarding the res porsibilty to comply with applicable federal civil rights laws in their

al funds. The Mchmm State Police & required to provide each awarded agency with the link to the
OCR's Web site at:

This training. s and accompanying sel-tests, & designed fo provide recipients with an overview of
applicable nondi crimination laws and the general civil rights obligatiors that are tied to grants awarded by the Depadment of
Justice. It vl take approximately tvo- and > half to three hours fo complete all six modules.

By signing this form, | certify that | have viewsed the OCR training modules.

Empbyee Name B p bigee S IAMRE =y
Profe ctDircdror Stpe mEor Name FIORCIOECTI O S1pe R TOT SV AR ()
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On the DOJ training website, click the here link to access the available Civil Rights training

programs.

ABOUTUS |

U.S. DEPARTMENT OF JUSTICE
| Office of Justice Programs

Innovation * Partmerships ® Safer Neighborhoods

NEWS CENTER | GRANTS/FUNDING | PARTNERSHIPS | RESOURCES |

FOR CONGRESS |

Contact Us | Site Map | Careers at OJP | OJP Home

SEARCH 0P

TRAINING & TA

OJP TOPICS

American Indian & Alaska
Native Affairs

Civil Rights
Corrections
Courts

Faith Based &
Neighborhood
Partnerships

Juvenile Justice
Law Enforcement

Research, Statistics &
Evaluation

Substance Abuse & Crime
Technology to Fight Crime

Victims of Crime

Online Training

Welcome to OCR’s online civil rights training program for recipients of Federal financial
assistance either awarded directly from OJP, the Office on Violence Against Women
(OVW), and the Office of Community Oriented Pelicing Services (COPS) or awarded
through anather recipient.

Recipients of financial assistance from QJP, QVW, and COPS must comply with the
Federal statutes and regulations that prohibit discrimination in Federally assisted
programs or activities. Recipients may not discriminate in employment on the basis of
race, color, national origin, religion, sex, and disability. They also may not discriminate
in the delivery of services or benefits on the basis of race, color, national origin, religion,
sex, disability, and age. OCR offers training to recipients of OJP, OVW, and COPS
funding to assist them in meeting their Federal civil rights obligations. As part of its
fraining efforts, OCR has developed this online civil rights training curriculum for
recipients. This training, which consists of six segments and accompanying self-tests, is
designed to provide recipients with an overview of applicable nondiscrimination laws.
and the general civil rights obligations that are tied to grants awarded by the
Department of Justice. The OCR offers this online version of its training program to
ensure that recipients who are unable to participate in an in-person training session can
still receive valuable technical assistance:

The six training programs are:

What is the Office for Civil Rights and What Laws Does It Enforce?

What are the Standard Assurances and How Does the Office for Civil Rights
Enforce Civil Rights Laws?

What are the Civil Rights Obligations of State Administering Agencies?

What Oblig Do Recipi of Justice D Funding Have te Provide
Services to Limited English Proficient (LEP) Persons?
What are the Civil Rights Laws that Affect Funded Faith-Based Organizations?

[ N R S N

What are the Obligations of Funded Indian Tribes?

All six Civil Rights training programs are available by cli

Civil Rights

Filing 2 Complaint

- Filing Tips
FAQs
VAWA FAQs
Online Training
Stalutes & Regulations
Advisory on Recipients’
Use of Arrest and
Conviction Records
Limited English Proficient
(LEP)
Title V1 Enforcement
Equal Employment
Opportunity Plans
Resources

-Sample Documentation
Twelve-Step Recovery
Programs
Espafiol

=
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Language Access
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What Civil Rights Protections Do American Indians Have in Programs Funded by the Justice Department?

© —

The training is presented as a video recording. A printed version that previous grantees have
downloaded is more practical to complete. It is recommended you maintain a copy in your
office. Click the Transcript tab on the top menu.
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Office for Civil Rights — Training for Grantees
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After receiving the completed compliance forms (signed by the employee and project
director), scan and attach the documents.

The Employee Name box requires information. (Either the employee or you may scan
a all copies and include in one attachment titled All Required Certifications).
Save your work!

This form does not get submitted in MAGIC+ until September 30th of each grant year. It
is left open to attach new personnel that may be required to complete the training.

Heme | Applications | Financial Status Reports | Financial Repors | Grantes Reports |
Tyeng Usierely | Organigien(y) | Profle | Legest
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here:

CIVIL RIGHTS COMPLIANCE

Instructons:
1) Clicik tha link by obtain the Emplosms Cy i I
2) Compiste the templale, print 5ign and s¢an to 3 local Mg

MOTE: DO BOT leave any spaces, place 3 parod Between e wonds OR use any special characiers inthe fe nams. e 7, inthe
dotumant name. Atachments may be in Word, POF, JPG, XLS or GF formal. The descriphe tite enfered does not have bo o+ he
Samd &5 T Sk ndna, and it e induse 3paces

3) Evowse and seledt g saved, signad Ciil Rights Training farm

« Click e Browse bution and search for the dacumant

« Once seledied, e paih ko he fle will appear in e Docurnent Source Beld
4) Click e Save buion
) To 30 ancther Cadl Rights Teaining 1orm, & finw SR3Chmant iow will 3006 87 whin 58w i3 diced

NOTE: Do NOT submit this repor unill e end of the grant penod, 5o et addional lems can b JBached if nesded
daring the grant peried

Browse. | [JDELETE

Document Source:
Browse

The Civil Rights Compliance obligation has been initiated.

If you are in need of additional support or have any questions, contact a grant advisor for
assistance at (517) 373-2960.
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