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These instructions provide Division of Criminal Justice (DCJ) grant managers with information on how 
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I. The Grantee Application- Transition Grants 

Before navigating through the grant manager side of ZoomGrants, an understanding of the 

layout/anatomy of the grantee Application is essential.  

Review the Grantee instructions prior to moving forward with these DCJ grant manager instructions. The 

paper instructions and webinar may be found on the DCJ Grants Training page. 

II. Overview of ZoomGrants Access/Roles 

There are six (6) roles associated with ZoomGrants. 

1. Senior Administrator: This is currently restricted to Lyndsay Clelland & Lindsey Johnson.  

2. Administrator: All other DCJ staff working in ZoomGrants. There is NO concept of multiple roles 

(i.e. Program Manager, Financial Manager, Oversight Manager, Intake Officer, etc.). You are an 

administrator or senior administrator. 

3. Reviewer: Board & Council members 

4. Grantee (Account Owner): Each ZG user will have his/her own account. It is the responsibility of 

the Account Owner to add collaborators to INDIVIDUAL projects. There is NO concept of a single 

Organizational account with multiple registrants. 

5. Collaborator: Anyone, including administrators may be added to a PROJECT by the Grantee 

Project owner. Collaborators may edit/view certain sections of the project. A collaborator does 

not have full access as the Account Owner (User associated with the account). 

6. Additional Contact: It is the responsibility of the Project owner to add additional contacts to 

INDIVIDUAL projects. This does not allow the individuals to edit/view content, but allows them 

to be copied on all communications coming out of ZoomGrants. 

III. Environment 

There is no development, testing or training site. There is a single site that is updated in real time. 

Training must be done with screen shots & webinar rather than hands-on practice. Once you get into 

the site it is all live/actual data. 

http://dcj.state.co.us/home/grants/zg-dcj
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IV. Log into ZoomGrants 

Administrative Account  

Your administrative account has been created for you.   

 Log in to ZoomGrants.com, click on Login in the top right corner 
o You may use any up to date browser (Internet Explorer, Mozilla Firefox, Safari, etc.). 

Chrome is preferred.  
o If you have multiple sessions open make sure each session is in a different browser (this 

is similar to COGMS).  
 If you are logged in as an Administrator AND a Collaborator you must have two 

different browsers open.  

 
 

 Enter your email address and password 
o It is recommended that you use the Remember me! Feature 
o Click Login 
o DCJ set up a generic password for you. During the transition period, please don’t change 

your password. This allows for some ongoing role based testing. Eventually you will be 
asked to update your password to something secure. 

 Zoomgrants will reset passwords for Grantees (DCJ does not have access to 
reset Grantees- only staff & council/board members), if you lock yourself out 
try to the Forgot password first. If all else fails ask Lindsey/Lyndsay to reset your 
password. 

 

 
 

https://www.zoomgrants.com/
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Collaborators 

Collaborators will use a third URL http://www.zoomgrants.com/invitations.asp 
It may be bookmarked, or it can also be found by going to ZoomGrants.com and finding the link under 
the login information called “Log in to invitations here”, or you may access it from the DCJ grants 
webpage. If you are logged in as an Administrator AND a Collaborator you must have two different 
browsers open. 

Account Owners (Grantees) 

Note: Account Owners (Grantees) will use a different URL to log in. They must have the DCJ link specific 

to our funding opportunities. This is posted on the grants webpage. 

https://zoomgrants.com/gprop.asp?donorid=2225 

Once the account owner has an account and is linked to a DCJ project (have applied for a DCJ funding 
opportunity) they may access their account from ZoomGrants.com and don’t need to use the URL 
above.  However, to create new applications, they must use the URL above. 

V. Training Video & Materials 

Once logged in as an administrator you have full access to ZoomGrants online training website, 

ZoomGrants University. Click HELP at any time and it will launch the training page. This page may be 

updated at any time by ZoomGrants; check back frequently if you have ZG questions. 

 

ZGU is separated into the three stages of the application process – Application, Review, and Post-

Decision – and an ‘Other Topics’ section. Note: some of the material is for senior administrators (i.e. 

setting up the initial programs, etc.).  

During the initial implementation all questions should go to Lindsey, rather than ZoomGrants. We want 

to triage these questions and get a feel for the type of questions that are being asked. Some of 

questions will relate to business process and others will be about functionality. We will use this 

information to develop better instructions and business rules. 

Much of the training on the site has been incorporated into this document to address specific DCJ 

process. The ZG website is constantly changing and if you come across something new that you believe 

will benefit your program or if the ZG instructions conflict with materials generated out of DCJ, please 

notify Lindsey. 

http://www.zoomgrants.com/invitations.asp
https://zoomgrants.com/gprop.asp?donorid=2225
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VI. “Application Data” - One Field – No Workflow 

ZG is very different than the COGMS. There is no workflow and there isn’t the concept of initial 

Application and then Final Application. There is only “Application Data” that may be 

updated/overwritten at certain allowable times. 

In COGMS, there were multiple places where a single variable could be stored. Example:  “Project 

Director”. 

Project Director was stored on EVERY step/form of the workflow and could only be edited at 

certain Steps. In order to edit this field you had to know which Step contained the “editable” 

field, amend back to that step and re-execute the “downstream” steps to carry that value 

forward. If you wanted to run a report with Project Director you had to map to a specific step 

where you wanted to pull that information from. If you mapped to Application and it was 

updated in Funding Results & Final Application, the Application information would show up on 

the report unless you mapped a SECOND field. This made mapping, running reports and 

changing information very difficult.  

ZoomGrants has one field for Project Director. If you want to change that singular field, you 

open the “Application” and edit that information.  

VII. Tabs System  

There three “series” of tab systems: Administrative Tabs, Dashboard Tabs, and Application/Project Tabs. 

Note: In ZoomGrants the term Program is equivalent to a Funding Opportunity 

Administrative Tabs: 

 My Account 

 Program History  

 Applicant Contacts 

 Manage Users 

 Account Details – only visible to Senior Administrators 

 Announcements  

 Funding Sources – only visible to Senior Administrators 
 

Accessing Program (aka Funding Opportunity) Tabs: 

 Dashboard – where Administrators manage grants 

 Program Setup – visible to all Administrators, but exclusively used by Senior Administrators 

Program Dashboard Tabs: 

 My Account 
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 Applications 

 Scoring 

 Funding Allocations 

 Financial 

 Reporting 

 Data 

 Program Setup 
 

Application/Project Tabs: 

 Application Summary 

 Organizational Details 

 Questions 

 Budget Summary 

 Tables 

 Documents 

 Extra 

 Grant Agreement 

 Financial 

 Report (Post Award Submission)s 

 Tasks 
 

VIII. Administrative Tabs 

Once you log in you see the tabs and Programs that are available to you. This will always be what you 

see when you log in and is considered your home page. Note: Your tabs will wrap onto a new line if you 

increase the font size on your page, but the content remains the same. 
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Administrative Tabs: 

 My Account 

 Program History  

 Applicant Contacts 

 Manage Users 

 Account Details – only visible to Senior Administrators 

 Announcements  

 Funding Sources – only visible to Senior Administrators 

My Account  

Provides a quick snapshot of the number of applications Submitted, Incomplete, Need Attention and the 

Total Awarded to each Program for which you are assigned. It also provides access to the Dashboard and 

Program Setup (which will be reviewed later in the document).   

The yellow-highlighted “New” means there are grants that you have not opened or there has been a 

change in them since you last opened it. This is specific to each user (e.g. If Michele opens a grant and 

Gary has not, it will show as “New” in Gary’s view, but not in Michele’s).  

Note: In ZoomGrants the term Program is equivalent to a Funding Opportunity.  

 Programs Waiting to Open: The Program has been created, but is not yet accepting 

applications. Only those programs that you’ve been assigned to will appear here. 

 Open Programs: Any Program that is actively accepting applications. Only those programs that 

you’ve been assigned to will appear here. 

 Recently Close Programs: The application deadline has passed. Only those programs that you’ve 

been assigned to will appear here.  

As of June 2017, the following funding opportunities “live” under following ZG Programs: 
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Office for Victims Programs (OVP) 

3/31/2017 ZoomGrants Program (Funding Opp) 

CVS Grant Program 
2016 OVP Transition (CVS (CY16-17) & VOCA one-

time)- Recontracting 2018 Consolidated Victims Services (CVS) 

CVSR14-Y2  
(CY16) 

Post Award (158)  
10/15/16 

Budget Information Only needed for Grant Chart.  
Only 2015 funds & beyond 
- 1st & 2nd Q from COGMS 

- 3rd & 4th from Paper   

VOCA15  
(05/01/16 to 04/30/17) 

Post Award (92)  
10/15/16 

Budget Information Only needed for Grant Chart.  
Only 2015 funds & beyond 

- All from Paper   

CVS16-Y1  
(CY17) 

Post Award (193)  
10/15/16 

Budget & SOW (All)  
- All from Paper   

CVSR16-Y2  
(CY18) Entire Process in ZG 08/01/17   

Special Projects 
5/1/2017  

Budget information only   

CVS CY19 (announces 1/1/18)   Entire Process in ZG 01/01/18 
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Office of Adult and Juvenile Justice Assistance (OAJJA) 

6/19/2017 ZoomGrants Program (Funding Opp) 

OAJJA Grant Program 

2016-2017 
State Juvenile 

Diversion 
Program & 

Marijuana Tax 
Cash Funds 

Transition (Y3) 

2017-2018 
State Juvenile 

Diversion 
Program & 

Marijuana Tax 
Cash Funds  

2016 JAG, 
NCHIP, 

Coverdell 
Transition 
Program 

2017 Colorado 
Justice 

Assistance 
Grant 

Program (JAG) 

2018 
Colorado 

Justice 
Assistance 

Grant 
Program 

(JAG) 

2017 -2019 
OAJJA 

Combined 
Grant 

Programs 

JAG16/JAG PREA16 
(10/01/16-09/30/17)     

Post Award 
(57)  

Live = 1/1/17       

JAG17/JAG PREA 17 
(10/01/17-09/30/18)       

Entire Process 
in ZG Live = 

1/1/17     

JAG18/JAG PREA 18 
(10/01/18-09/30/19)         

Entire 
Process in ZG 

1/1/18   

DV17- Y3/MJ17 
(07/01/16-06/30/17) 

Post Award (29) 
10/11/16           

DV17-18(Y1)/ MJ17-18(Y1) 
(07/01/17-06/30/18)   

Entire Process 
in ZG 

10/11/16         

DV18-19(Y2)/ MJ18-19(Y2) 
(07/01/18-06/30/19)   

Entire Process 
in ZG 

12/01/17          

DV19-20(Y3)/ MJ19-20(Y3) 
(07/01/19-06/30/20)   

Entire Process 
in ZG 

12/01/18          

NCHIP16     

Post Award 
(3)  

1/1/17       

NCHIP17 (01/01/18-12/31/18)           

Budget & SOW 
08/15/17 - 4 
apps to be 

entered 

NCHIP18 (01/01/19-12/31/19)           
Budget & SOW 

10/15/18 

NCHIP19 (01/01/19-12/31/19)           
Budget & SOW 

10/15/19 

COV16     

Post Award 
(4)  

1/1/17       

COV17 (01/01/18-12/31/18)           

Budget & SOW 
6/19/17 - 3 

entered 

COV19 (01/01/19-12/31/19)           
Budget & SOW 

10/15/18 

COV20 (01/01/20-12/31/20)           
Budget & SOW 

10/15/19 

Formula (TII) 16 - 2016-JF-FX-0018           
Budget  
6/20/17 

Formula (TII)- PREA 17 - START 
with NEW federal award.           

Budget  
???? 
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Program History 

Programs (Funding Opportunities) that closed 18 months ago or earlier will appear here and not be 

visible on the My Account tab. 

 

Applicant Contacts 

Contains contact information for EACH individual account (Account Owner). Remember- accounts are 

not associated with an organization, but by individual people. The individual person provides 

information about his/her agency.   

 

Once the Applicant Contacts tab is selected a new window is launched. The Contact List contains 

information for each individual associated with a DCJ Program. There is no distinction between 

Programs and ALL contacts will appear (i.e. the example below was run as Laura (OVP), but the list 

contains both OVP & OAJJA contacts). Next to each individual, the status of individual applications 

(regardless of Program) is visible. 
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 Click on the Email hyperlink to launch an email box. See the instructions on how to set your 

computer to launch a google email from your computer. 

 Click on the # Received Hyperlink to open a Grantee Account Summary/Applicant History see all 

projects associated with that account. The new window will replace the contacts list window. 

You will see all DCJ Applications/Projects (OVP & OAJJA). 

https://cdpsdocs.state.co.us/dcj/Grants/Instructions_DefaultEmailClient.pdf


                                          

Page 17 of 98  01/26/2017 (rev 9/17) 
 

Applicant History 

The Applicant History is visible to ALL Administrators (OVP & OAJJA) and does not distinguish between 

Programs. Information on this page is NOT visible to the Grantee.  

This is a central place to share communications that are universal to the applicant and not just the 

Program for which they apply (Applicant Profile validation information, SAM expiration, SOS validation, 

excluded parties list, audits, etc.). 
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Add/Delete Documents 

Only visible on this page; documents/links do not carry over to the individual Applications/Projects. 

Documents may be added here for everyone in DCJ to see. Please don’t delete someone else’s 

documents. If you are adding a secondary entry, please name it with something descriptive. 

This may be a good place to put the audit. Documents must be 4MB or smaller, however, you may also 

LINK to a document here. Additional discussion on process is needed regarding how audits will be 

tracked. Suggestions welcome. 

A pop up window appears to allow for the upload or linking of a document. Once it is linked or uploaded 

you will see it in the upload dialogue box as well as on the Applicant History page. (Don’t forget to close 

your dialogue box) 
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Add/Edit Summary 

Only visible on this page; Summary comments do not carry over to the individual Applications/Projects. 

Contains notes for all DCJ Administrators. This should be used for comments regarding the 

applicant/agency and not Program specific. 

This may be a good place to include communications on compliance/monitoring issues that may impact 

another Program. We will need to discuss the possibilities on how to use this, but it seems like a great 

tool for audits and monitoring/compliance. 

One you click on the Add/Edit Summary a box appears. Type in the information and click Save. You may 

edit or delete your comment by click on the Add/Edit Summary. Please do not delete other people’s 

comments, but add your own. 
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Application Flag 

Appears internally on every application submitted by this Applicant; and is not visible to the Grantee.  

We will need to determine business rules on what to place here, but it has potential to help with 

“troublesome” grantees. Suggestions? 

Type in information and it automatically saves when you click outside the box. This information may be 

edited by anyone at any time. Please do you delete someone else’s comments, but you may add to 

them. 

 

 

Individual Application screenshot above: Additional information on accessing individual 

applications will be provided later in this document. 

Note: When in an individual Application/Project you may click the Full Applicant History button 

to open that Applicant’s History in a pop-up window. 
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Opening a Project from Applicant History  

Clicking on the hyperlink for each project will open a pop-up window with an uneditable (print view) of 

the Applicant information and associated documents. OVP can see OAJJA’s projects and vice versa. 

 

Application/Award History 

Award History is visible on this page and tally will be marked in each individual application.  

You may enter limited data on “old” grants for tracking purposes. This might be good for JAG year of 

funding maybe?? We my discuss how to optimize this page to meet your needs. 

 

Once you click the Add Entry button, additional fields appear. 

 

Enter the information and comments and click Add Entry. 

 



                                          

Page 22 of 98  01/26/2017 (rev 9/17) 
 

Once you add the entry it will appear. You may edit or delete the entry at anytime. 

 

Individual Application screenshot above: Additional information on accessing individual 

applications will be provided later in this document. 

Note: When in an individual Application/Project you may click the Full Applicant History button 

to open that Applicant’s History in a pop-up window. 
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Manage Users 

All Administrators (all DCJ staff) have access to this page and it is not limited to your unit. OVP sees 

OAJJA and vice versa. Only Senior Administrators may make someone else a Senior Administrator; other 

than that you can add/edit/delete ANYONE.  We will develop business rules on how to manage these 

settings.  

You may at anytime change your own email settings and send passwords to anyone who needs it, but 

otherwise, please do not update/change anything until we develop business rules. 

 

Each time a new Program roles out a discussion will be needed for how you want your committee 

members set up (real email address or dummy accounts similar to COGMS).  

Since there will be mix of reviewers, never use the Contact all button. That would be reserved for Senior 

Administrators to communicate system outages or something like that. If dummy accounts are setup 

those reviewers will never be notified. 
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If you click the pencil next to the name you will be able to see & reset the password. Everyone will be 

able to see your password and/or reset it; so please don’t use the password you use for bank account 

and don’t change someone else’s password without their permission. 

 

A Committee member may be made inactive, but not deleted. An Administrative User can be deleted or 

made inactive.  
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Account Details 

Only visible to Senior Administrators 

Announcements 

Click on the tab and new pop-up window appears. 
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Click on the “What’s this?” link: 

 

 

Other Announcements 

Click on any of the hyperlinks to see the announcements. Announcement does not mean Funding 

Announcement, but rather a Notification. 

ZoomGrants is constantly modifying features and this is done in the live environment. That means if they 

deploy something for someone else it is available to us. If you see an announcement for a feature that 
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you are interested in or need more information on, please bring it to Lindsey. We will try to keep up 

with it, but it does change quickly, so we are asking for your help. Thank you. 

 

Add Announcement 

Add an announcement to appear for all Administrators and/or Reviewers. 

 

View All, Administrators, Reviewers click these buttons to sort the announcements by recipient. 

Funding Sources 

Only visible to Senior Administrators 
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IX. Program (Funding Opportunity) Tabs 

Program specific tabs are accessed from My Account. There are two access points into a Program: 1) 

Dashboard, which is used to administer grants, and 2) Program Setup, which is used to setup the 

Program and is reserved for the Senior Administrator. 

 The Dashboard is only available once the Program is “on”, until it is “on” you may only Preview 

the draft application in a read-only mode.  

 Funding Opportunities may be built (but not tested) without paying ZoomGrants. In order to 

turn the Program on and begin accepting applications (and testing) ZG must be paid per 

Program. You can see the “Balance Due” below.  

 

 

Program Setup – This is for setting up the “Program”. You have access to this, but as a BUSINESS RULE, 

DON’T GO there unless you are instructed to and NEVER make changes without clearing it first with 

Lindsey. Currently, only senior administrators should make changes to Program setup. You could 

potentially crash the system if you update something that shouldn’t be updated. It is best to avoid that 

button altogether for now. 
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X. Program Dashboard 

To access a Program Dashboard (Dashboard) you may click on Dashboard or the Hyperlink of the name 

of the Program from your Home Page (My Account). 

Program (aka Funding Opportunity) Tabs: 

 Dashboard 

 Program Setup 

 

Once you click on Dashboard you will be taken to a series of Program tabs for the selected Program. At 

the top of every page you will see the name of the Program that is open. To return to the Home Page 

click on My Account; this will allow you to flip the Administrative tabs and other Programs (Funding 

Opportunities).   
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Dashboard Tab 

The Dashboard tab provides quick links to the applications by a variety of filters. All the Program tabs 

provide summary data (Available amount and Deadline date) for the Program for your program. 

 Available: This figure is updated in the Program Setup and Funding Opportunity tabs. Currently, 

this should only be updated by a Senior Administrator. 

 Deadline: This date is updated in the Program Setup tab. Currently, this should only be updated 

by a Senior Administrator. 

 

Edit Dashboard Items  

Each user may tailor your Dashboard. Click on Add/Delete Dashboard Items and a menu will appear and 

you may uncheck any items that you don’t want visible on your dashboard.  

Greyed out checked boxes are permanent and you cannot unselect those. 
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Applications – Official Decisions 

Application will be listed as either Undecided, Approved or Declined. This reflects the final 

Board/Council decision. The official decision and dollar amount awarded is updated on Scoring tab. 

You may click on either of the shaded boxes to go to Applications 

and the filter will be set to the box you clicked.  During this 

transition period, when all grants are already entered into the 

system, they should all be approved. 

- Click on Undecided you will go to Submitted Applications, but 
your filter will be set to Undecided.  
 
- Click on Approved you will go to Submitted Applications, but 
your filter will be set to Approved.  

 
- Click on Declined you will go to Submitted Applications, but your filter will be set to Declined.  

 
- Click View All you will go to Submitted Applications and will see all submitted application regardless of 
status. 
 
- Click Not Submitted you will go to Incomplete Applications and will see all incomplete (not yet 
submitted) applications. 

Organizational Details 

Organizational Details will be listed as either Undecided, Approved or Declined. See Organizational 

Details under Applications for more information. 

NOTE: This tab may be used either as 1) pre-application- required prior to the grantee submitting the 

application, or 2) incorporated into the Application. In option 2, they will be automatically approved. 

You may click on either of the shaded boxes to go to the 

Organization Details and the filter will be set to the box you 

clicked.  During this transition period, when all grants are 

already entered into the system, they should all be approved. 

- Click on Undecided you will go to Organization Details, but 
your filter will be set to Undecided.  Only submitted 
Organizational Details are visible.  
 
- Click on Approved you will go to Organization Details, but your 

filter will be set to Approved.  Only submitted Organizational Details are visible. 
 

- Click on Declined you will go to Organization Details, but your filter will be set to Declined.  Only 
submitted Organizational Details are visible. 
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- Click View All you will go to Organization Details and will see all submitted Organizational Details, 
regardless of status. 
 
- There is not a quick link on your dashboard for not yet submitted. You may see all information for Not 
Submitted via the applications, not the Organizational Details. 

Judicial District or Purpose Area 

Judicial Districts are assigned by the grant manager at the time the award is setup (after applications are 

submitted). This quick link will take you to all submitted Applications  assigned 

to a particular judicial district.  

In this example there are four (4) applications Not Assigned, two (2) 

applications in Judicial district 9, one (1) application in Judicial district 10, etc. 

“NA” is reserved for DCJ Administrative Funds.  See Application Summary 

Settings for more information. 

This quick link was built by DCJ and can be removed/edited for any grant program. The JAG grant 

program does not use Judicial District, but Purpose Area instead.  

 

Award Classification 

Award Classification is assigned by the grant manager at the time the award is setup (after applications 

are submitted). This quick link will take you to all submitted Applications assigned to a particular award 

classification.  

Not all classifications apply to all grant programs, but will be 

available from the dropdown menu when assigning each 

project to an award classification. This information will show 

up on the grant chart. 

In this example there are four (4) applications Not Assigned, 

one (1) Administrative application, and five (5) Passthrough – 

Standard applications. See Application Summary Settings for more information. 

This quick link was built by DCJ and will be part of the Grant Chart. In Paradox, funds are classified in a 

variety of ways depending on the grant program. This will stay consistent between all programs. The 

possible Award Classifications are: 
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 Administrative 

 Council 

 Passthrough - Local 

 Passthrough - Set-Aside 

 Passthrough - State 

 Passthrough – Standard 

 NA-TEST 

Grant Program Manager 

Grant Program is assigned by the grant manager at the time the award is setup (after applications are 

submitted). This quick link will take you to all submitted Applications  assigned to a particular grant 

manager.  

The dropdown menu in Application Summary Settings  is program specific and grant managers may 

update d at any time. 

In this example there are four (4) applications Not Assigned, one (1) 

application assigned to Ashley, etc. 

This quick link was built by DCJ and can be removed for any grant 

program. However, if removed the Grant Managers will not be able to 

sort on their projects. This field also makes it possible to run reports by 

Program Manage. We cannot add any new quick links, but we may re-

task this one. 

Project Status 

Project Status is assigned by the grant manager at the time the award is setup (after applications are 

submitted) and updated when the project is closed. This quick link will take you to all submitted 

Applications assigned to a particular award classification.  

This information will show up on the grant chart.  

 

In this example there are four (4) applications Not Assigned, six (6) Open 

applications. See Application Summary Settings for more information. 

This quick link was built by DCJ and will be part of the Grant Chart. The possible Award Classifications are 

either Open or Closed. This status is for reporting only and does not impact any other processes (i.e. If 

closed, Grantee and Administrator can do all functions they can if it is marked open.) It is a label only, 

not tied to functionality. 
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Saved Reports 

Saved Reports will take you reports that you created and saved in Data. 

 

Financial 

This section provides summary financial information for all grants in this program as well as quick links 

that will take you to the Financial tab for all submitted Payment Requests according to the filter you click 

on: Invoices- Paid, Approved, 

Pending, Declined; Payment- Paid, 

Approved, Pending, Declined . 

A red flag will appear next to items 

that require action. 

 

 

 

Message/Announcements 

Message/Announcements quick link takes to you to Announcements; where you may view all 

announcements (from ZG as well as those related to DCJ) or create an 

new announcement.  

 

Activity Stream 

The Activity Stream contains the latest activities within that program (meaning ALL Projects in this 

program). Click Show More to view additional activities or click 

Sortable Version to open the complete Activity Stream in a 

new window.   

Once an entry is made it can NOT be deleted. There is also no 

character limit for the comment. 
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Group Messages Sent 

Group Messages are managed under Applications. This Dashboard item will only appear if a group 

message has been sent under this program. Group messages will show up on everyone’s dashboard 

regardless of the sender, as long as they are all under the same program dashboard.  

 

By clicking on the hyperlink you can see the message details: 

 

My Tasks 

My Tasks are specific to each user and assigned on a project by project basis. You may assign a task to 

yourself or someone else. Since the reports are not in a workflow and if a step needs multiple approvals, 

tasks are used to track workflow on each project.  

 

Click on the Due Date or Task and a “Task Details” pop-up window will appear. To open the project and 

perform the action you must click on Go To Application. 
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Map 

The map shows the locations of the organizations that submitted applications (Organization information 

located on the application summary, not the legal entity information collected on the Organizational 

Details tab). ZoomGrants will update the map after the application deadline passes. You can ask 

ZoomGrants to update it again at a later time.  
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Applications Tab 

The Applications tab provides access to all applications for that program. If you click on the Applications 

Tab you will get an unfiltered view of all the applications. If you used one of the quick links on the 

Dashboard, then filters will be applied according to the quick link you selected.  

Example: If you selected the quick link for all approved application on your Dashboard, you will go to the 

Applications tab, but only see the Approved Applications. 

 

The Applications tab contains subtabs for: 

 Submitted Application 

 Organization Details 

 Incomplete Applications 

At any time you may use your filters  button. Using the quick links on the first page will provide 

some filtering, but if you want to apply multiple filters, use your filters button. Once you click on the 

filters button a box will appear, chose the criteria, select Set Filter, and then close out of the dialogue 

box. Your filters will be applied.  

You also have the option to clear your filters to view all the applications under a specific tab (submitted, 

pre-app, incomplete).  If you can’t find a project clear your filters. 

The filters that are available are limited to the criteria below. You may use Data to run reports to get 

more specific data. 
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Submitted Applications 

The Submitted Applications tab provides an overview of all submitted applications and the 

corresponding Requested amount, Votes, Trial decision, Official decision; as well as the ability to open, 

print, or pdf an individual project/application or performs actions on selected projects. 
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Open, Print, or PDF an application 

Click on the appropriate hyperlink to Open, PDF or print an application/project. 

 

Open an Application:  

Open an Application by clicking the hyperlink name of the project. This will allow you to manage all 

aspects of a particular application/project. More information is provided in the Application Section. 

Print an Application: 

This opens a pop-up box and contains ALL the project information for particular project, with the 

exception of the invoices and account balances. From this pop-up window you may Email, save, print, 

etc. 

 

PDF an Application: 

This creates a PDF of the ALL the project information for particular project, with the exception of the 

invoices and account balances.  
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Votes (For-Against) 

The Votes column is populated through the Board/Council Scoring process. Transition grants were not 

scored in ZG and score information is not captured here. Additional information is available for new 

funding opportunities launched in ZG that will use a scoring process. 

Votes may be Approved (For), Decline (Against), or Undecided (not included in this count). 

 

Trial Decisions (Committee) 

The Trial Decision column is populated through the Board/Council Scoring process. Transition grants 

were not scored in ZG and the Trial Decision was set to the final award amount. The Trial Decision is 

updated by DCJ staff at or immediately following the Board/Council meeting. This amount reflects the 

Board/Council’s final decision.  

Official Decisions (Committee) 

The Official Decision column is populated by an Administrator following the Funding Conference. This 

field is not populated until the Grant Financial Manager allocates the award to a specific “pot of money”. 

This amount will reflect a sum of all “pots of money” allocated to a particular grant. 
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Selecting Applications for action: 

Clicking on Submitted Applications will select all the Applications on this tab: 

    

You may select one, many or all applications to Send an Email, Batch Update, List Update or Copy to 

Official Decisions. 
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Send Email 

 This will open a dialogue box for you to select the recipients of the message and the content.  

 

 
 

 From: The email will be sent from ZoomGrants, but if the Grantee replies it will come back to 

the sender’s email address. In this example I am logged in as Laura. If I sent a message, all 

replies would come back to Laura. 

 To: The email will go to the grantee Account Owner (usually the Project Director) and any 

Additional Contacts that account owner specified for that project. These boxes may not be 

unchecked. You may select the option to also send it to the CEO/Executive Director (which in 

DCJ’s case is the ED and if the agency doesn’t have an ED, the Signature Authority).  

 Subject: The line pre-populates with the name of the Program. You may edit this.  

 Message: Emails can be based on message templates created in Program Setup - Messages, or 

they can be created from scratch each time a message is to be sent. 

 Options- Merge Fields: Emails sent to Applicants can include merge fields that insert applicant- 

and application-specific data (first and last name of the account owner, organization name, 

amount requested, application title, etc.) into each message before sending it to the applicant. 

 Options- Send me a ‘Sent Email Report’: Check this box if you want a record of the message 

content and to whom it was sent. An email confirmation will go to the sender. ZoomGrants does 

https://www.zoomgrants.com/administrators/#messages
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put a timestamp the Activity Log and Activity Stream each time a message is sent so it is not 

necessary to send a copy to yourself, but you may if you want to. 

NOTE: When you use merged fields, you will NOT get a copy of what was merged into the 

field. DCJ has implemented a process where a generic email address for either OAJJA or OVP is 

entered in as an additional contact. This allows DCJ to capture the email as the Grantee does 

with the merged fields completed. 

 
 

o Group Messages: Once messages are sent, view a history of sent messages by 

navigating to the Program Dashboard and clicking the links in the Group Messages Sent 

section on the right side. Click a message date link to open a popup that displays the 

message text, the recipients, and a link to the attachment (if included). 

 

 

 

https://www.zoomgrants.com/administrators/#activitylog
https://www.zoomgrants.com/administrators/#dashboard
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 Options- Save this Template: Check the Save this Template box if you want to save the message 

to OVERWRITE whichever message template is selected in the dropdown at the top of the 

window. When you overwrite a message template, you do that for the entire Program and it is 

not specific to you. Do NOT overwrite agreed upon templates from your program. Each 

Program will decide which templates they want to put in place. Business rules will need to be 

developed for each program. 

 Options- Notified: Check this box to mark the Applicants as Notified and allow them to see the 

Official Decision on their applications. Do not mark the grantee as notified unless you are ready 

to make them aware of the Final Funding decision. This is done after the Grant Agreement is 

generated and ready to share with the grantee. See Application Summary- Settings for each 

individual Project. 
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 Add Attachments: Only one file can be attached to the email. 

Once the email is sent a popup box will appear with a confirmation. 

 
 

Batch Update Selected 

This will open a dialogue box for you to select a field that you want to update for each project selected.  

Use this when you want each project selected to have the same answer to the same question. You 

may only update one field at a time. The fields you may update are from the Internal Research 

Questions, and are Program specific. 

 

These fields are NOT locked down. This means that you may overwrite a previous response made by 

someone else; once the update is made there is not an “undo”. Use caution when batch updating and 

make sure you only select those applications that should be updated.  
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List Update 

This will open a dialogue box for you to select a field that you want to update for each project selected.  

Use this when you want to enter a unique answer for each project selected for a particular question. 

You may only update one field at a time. The fields you may update are from system variables as well as 

the Internal Research Questions. 
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Once you click Update Now, the Applications/Projects will appear with the field selected editable. 

Update each field as appropriate, as soon as you click away from the field it automatically saves.  

These fields are NOT locked down. This means that you may overwrite a previous response made by 

someone else; once the update is made there is not an “undo”. Use caution when batch updating and 

make sure you only select those applications that should be updated.  
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To return to the full view once you are done editing, click Submitted Applications; or you may click List 

Update again to update another field. 
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Organizational Details 

Organization Details tab will only show application/projects that have submitted the Organizational 

Details tab of the application is submitted (if pre-application is required), or if the entire application is 

submitted and (pre-app is set to auto-approve). 

ZoomGrants collects agency information as part of the Account Profile and this information is also 

populated in each application*. However, there is no place to collect Legal Entity name, DBA status, 

Entity Type, Entity sub-type, US Congressional District, State Senate District, State House District, or 

Judicial District.  

The Pre-Application or Organizational Details tab has been modified to collect legal entity information. 

The tab may be labelled either “Pre-Application”, “Pre-Application/Organizational Details”, “Intent to 

Apply”, or “Organizational Details”.  The label should reflect which of the following business rules you 

apply to the tab. In addition to the required legal entity information, each program may add additional 

questions to this section. Based on the nature and timing of the questions you have the option to 

include it as part of the application or use it as a pre-application (e.g. intent to apply). Each program has 

flexibility on how they chose to utilize these functions. 

1) Automatically Approve Organizational Details: YES - This option requires that the tab be 

completed, but it is rolled into the Application and submitted as part of the Application.  

You would use this option if you are only collecting legal entity information and do not have 

additional questions or processes that require the review and approval of this submission prior 

to the grantee having access to complete and submit the application. 

In the COGMS the Application Profile validation was performed prior to the submission of the 

application because the system would not allow you to change the name listed on the 

Application/Project on the document itself, once the Application was submitted. There is no 

such limitation in ZoomGrants. Therefore, a validation does still need to occur, but it does NOT 

have to be before the application is submitted.  

It is recommended to validate this information as soon as the Application is submitted and 

rolled into your “intake validation” process (which is also very different than COGMS). See the 

separate job aids on how to validate a profile and intake validation. You may also do this after 

the Board/Council funding conference and only validate those projects that are funded. 

2) Automatically Approve Organizational Details: NO - This option requires that the tab be 

completed, submitted, and approved by DCJ before the applicant may begin completing the rest 

of the application. The applicant may view the application, but it will not be editable (i.e. 

available for input or submission), until the pre-application is approved. 

 

You would use this option if you have additional questions or processes that require the review 

and approval of this submission prior to the grantee having access to complete and submit the 
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application. Example, if you have an Intent to Apply, you would add the additional questions for 

the Intent to the Pre-Application Tab and require that the information be submitted and 

approved prior to the grantee gaining access to the application. 

 

The Pre-Application has additional fields to allow you to search, however the rest of the functionality 

behaves as the Submitted Applications tab. 

*Note: Grantee side- If a field is changed in one place (i.e. Agency name in one application) it changes in 

ALL places (Agency name in the Account Profile and all associate applications). 
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Incomplete Applications 

Incomplete Applications is similar to Organizational Details and Submitted Applications in functionality; 

but includes only Incomplete Applications regardless of the level of completeness (i.e. only one question 

could be entered in the entire application or it could be entirely complete, just not yet submitted).  

 

Send Email To All Incomplete 

This works like Send Email to Selected in Submitted Applications, but sends an email to all the 

incomplete applicants. 
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Scoring 

Scoring may be viewed on a project by project basis or managed on the Scoring tab. Clicking on the 

Scoring tab will launch a new window. The view is ONLY visible to DCJ administrators. The Grantees 

cannot see this view, and the Board/Council cannot see this view unless you assign the individual 

Reviewer as a “Committee Chair”.  Committee Chairs review and score applications as normal 

Committee members, and can also: 

 edit Trial Decisions and Amounts 
 send group emails to Applicants 
 enter answers to Internal Research questions 
 send Extra questions via the Activity Log 
 view the committee averages and totals in the Scoring report 

Assigning a reviewer as committee chair does not fit current DCJ practices, but is an option to 
consider. 

Note: When setting up reviewers you may type in the Reviewers name or leave it generic like “CVS 

Reviewer 1” during the setup process. Also, you may chose the “auto-assign” option that assigns all 

projects to all reviewers, you may assign reviewers on a project by project basis, or you may assign by 

committee groups. 

A separate job aid will go into details about setting up the scoring. The process of subcommittee is still 

under consideration as to how the system can support this process. Preliminary thoughts include using 

the scoring process built into ZoomGrants for the subcommittee and establishing an additional process 

for the full board. Additional discussion is needed. 

You may apply filters and sorting to this page as needed. 

 

Common Features 

The fields and data that is displayed is dependent on the view that is selected. However, there are some 

common elements that may be visible on each view. 

Open the Project: Clicking on the name of the project will open the project in the PREVIOUS window. 
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Adjust:  Allows grant managers to enter a value to adjust the Total Score.  

 

Administrative Scores: Each of the scoring views has a section for Admin scores. This takes place of 

the Financial Review and Program Review that were previously done in COGMS. There are a maximum 

of 10 questions and they may be utilized however the program wants to use them. They do not have to 

be used at all.  

 

The Juvenile Diversion program used the administrative questions as a tracking tool rather than a 

scoring tool. In the example above, questions 1-6 were assigned to the Financial Officer and question 

#10 was assigned to the Program Manager. A “1” means that each one of the items/actions have been 

considered and completed.  

Average Recommend: Each reviewer may enter a recommended amount for the project. This value is 

averaged and only includes the recommended amount if the reviewer voted to Approve the 

applications. 

Committee Score: An average, calculated by adding the individual totals present and dividing by the 

number of individual totals present. NOTE: if there are 20 reviewers and only 19 score, the average will 

be based on 20, not 19. 

Requested Amount: The amount that appears on the Project Summary tab. This does not link to the 

Budget Summary or Tables tab. 

Total Score: The final score for each project. 

Trial Decision: Will be captured by DCJ staff during the funding conference/subcommittee meeting. 

After the conference/meeting, each project should be listed as approved, declined, or not eligible. In 

most DCJ practices ineligible projects are pulled prior to going to the board. If this is the case, then the 

only responses should be approved or declined. 

Trial Amount: Will be captured by DCJ staff during the funding conference/subcommittee meeting. 

After the conference/meeting, each project will have the board/committee consensus amount for what 

the project should be funded. 
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Votes: This is the same as the Approve (For) and Decline (Against) seen on the Submitted Applications 

tab. 

Report Type: 

The Scoring window has a dropdown menu to select the view you want to use. You may flip between 

the views as many times as you’d like. When you are done, close the window. 

 

 

Report Type: Question Average (anonymous) - Average scoring by question and then average of all 

questions. It also does not reveal the individual reviewers. Click on column title to sort by that column. 

Click again to reverse the order. 

Individual question score averages are calculated by adding all existing scores for the question, and 

dividing by the number of existing scores. 
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Report Type: Grant Totals Only (anonymous) - Average scoring of all questions. It also does not 

reveal the individual reviewers. Recommended if you are projecting this screen during a funding 

conference.  Click on column title to sort by that column. Click again to reverse the order.  

This report is the same as Question Averages (anonymous), but does not include the individual score per 

question. Also, it contains one the Votes field. 

 

 

Report Type: Reviewer Totals (completed) – Average scoring of all questions. Only includes a score 

if all of the available reviewer questions are answered by a reviewer for that project.   

Individual score totals are only present if the Reviewer has completed every scoring question. No score 
means the Reviewer has not finished yet. NOTE: if reviewers are only to answer some of the questions, 
but not all, they will not show up on this list. Example: DV/MJ- The first 10 questions were only to be 
answered for DV, and the second 10 questions were only to be answered for MJ applications. Therefore, 
none of the projects will show a score on this view. The same would be true for JAG and if there were two 
score sheets: 1 for standard and 1 for local law. 
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Report Type: Reviewer Totals (completed, Olympic) - The Olympic version is identical to the non-

Olympic version above with one exception: 

Committee Score is an average, calculated by adding the individual totals present, removing the highest 

and lowest scores (if more than two scores exist), and dividing by the remaining number of individual 

totals present. NOTE: if there are 20 reviewers and only 19 score, the average will be based on 20, not 

19. 

Report Type: Reviewer Totals (incomplete) - Average scoring of all questions. Includes all reviewer 

scores even if the reviewer didn’t answer all questions.   

Individual score totals are only present even if the Reviewer has not completed every scoring question. 
No score means the Reviewer has not started yet. 
 
Committee Score is an average, calculated by adding the individual totals present and dividing by the 
number of individual totals present. NOTE: if there are 20 reviewers and only 19 score, the average will 
be based on 20, not 19. 
 
Average Recommend only includes a recommended amount if the reviewer voted to Approve the 
application. 
 

 

Report Type: Reviewer Recommended Amounts – Includes recommended AMOUNT by reviewer. 

Does not include scores. 

Average Recommend only includes a recommended amount if the reviewer voted to Approve the 

application. All recommended amounts are displayed. 
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Report Type: Reviewer Recommended Amounts (Olympic) – The Olympic version is identical to the 

non-Olympic version above with one exception: 

Olympic Average is an average, calculated by adding the individual totals present, removing the highest 

and lowest scores (if more than two scores exist), and dividing by the remaining number of individual 

totals present. 

Report Type: Individual Reviewer Scores – Similar to Question Average (anonymous), but shows 

information for a single Reviewer. 
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Export Raw Scores & Votes 

Selecting this option at any time will generate a .CSV file that contains detailed scoring information for 

each project by reviewer. The file will be a download and you will open it using Excel. The file will be the 

same regardless of what view you are using. 

 

 

View Committee Scores & Comments 

Open a new window, and lists all the scores and comments for each application in long view. You may 

print or print to pdf this document. 

 

 

Scroll down and each project will be listed one after the other: 
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Send Email to Full Committee – As of now this feature will not be utilized. We currently do not assign 

email addressed to the Board/Committee members. We only give them generic emails such as 

CVSReviewer@dcj.com. If you send an email using this structure, it won’t go to anyone.  

 

If you want to link email addresses to reviewer, you may. Just note, if the Reviewer is also a GRANTEE 

using ZoomGrants, they cannot use their same email address. 
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Show Scoring Questions – clicking there will expand a section below showing you what the questions 

scoring questions are and the associated scale and weight of each question. 
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Funding Allocations 

A project must be allocated to show up on the Grant Chart and to process payments. The allocated 

amount is what populates the Official Award Amount. 

Funding Allocation is similar to the Award Allocation in COGMS. This is where you assign the pot(s) of 

money for each award. 

 

Clicking on the Funding Allocation will launch a new window.  Only those Applications that have been 

Official Approved will appear on this page. From this page you may allocate funds to any funding source 

(pot of money).  
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Note: There are additional fields for Encumbrance # and State Fiscal Year. We are not currently using 

those fields. 

The amount available is the amount allocated to this Program. Example: JAG13 is $2.5M, but only $1.5M 

is available for THIS Program, the $1.5M will show here. The amount available include Administrative 

dollars on this screen. 

Funding Allocations is accessible to all DCJ staff with access to a particular Program. Only those Funding 

Sources that are allocated to a Program are visible. To allocate one application/project to multiple 

funding sources enter the amount in the appropriate column. The total should match the awarded 

amount. 

Totals will be calculated for you. You may NOT allocate more funds that what is available, you will get an 

error message and the amount that puts you over limit won’t save. 
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Financial 

The Financial tab provides an overview of all funding sources and payment request for a particular 

Program, including Administrative Funds. 

 

Allocations by Funding Source 

Allocated to this Program 

Allocated to this Program is the amount available for this Program. Example: JAG13 is $2.5M, but only 

$1.5M is available for THIS Program, the $1.5M will show here.  

 

Edit Program Amounts 

Program Amounts may only be updated in Program Setup. At this time only the Senior Administrator 

should do this. Certain financial managers can have access to this, but must be given a separate login. 

See Lindsey for specific login accounts for financial managers. 
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Awarded 

The Awarded amount totals the amount awarded for each “pot of money” WITHIN this particular 

Program (Funding Opportunity).  

Edit Award Amount 

Takes you to Funding Allocations. 

Remaining 

The difference between Allocated to this Program and Awarded. 

Payment Request 

Payment Request provides a snapshot of all the Payment Requests (DCJ Form 3) for this Program. The 

Grant Chart provides compilation information for those funding sources that span Programs. NOTE: 

Payment Request refers to the approval of the Payment Request Submission and DOES not reflect 

actual payment in CORE.  

 New/Pending – Submitted Payment Requests not yet approved or paid. Note: You will never 

see a dollar amount in the Pending column because the payment must be allocated to a “pot of 

money” to show up in the column. 

 Awarded – The total allocated amount for all projects in this Program per funding source, 

including administrative funds.  

 Approved– A payment request that is not declined or returned to the Applicant is either 

Approved or Paid, but not both. A payment is first approved by the Grant Program Manager and 

once the payment is entered into CORE then the payment request is changed from Approved to 

Paid.  

 Paid– See “Approved” notation above.  

 Available– The difference between Awarded and Approved + Paid. 
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View Pending 

Clicking on View Pending replaces the view in Financial with all the Pending Payment Requests.  

 

You may, but should not, change the status and populate the amount from this screen. There is more 

detail that must be entered ON each payment request/approval. If you bypass that information it won’t 

be on the Payment Request that goes upstairs and it won’t get approved by EDO accounting. 

Clicking on the hyperlink of the Project opens the entire project.  

Clicking on the hyperlink for the Payment Request Number will open the actual Payment Request. 

To return to the main Financial page, just click the Financial Tab again. 
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View Approved 

Clicking on View Approved replaces the view in Financial with all the Approved Payment Requests. 

 

You may, but should not, change the status and populate the amount from this screen. There is more 

detail that must be entered ON each payment request/approval. If you bypass that information it won’t 

be on the Payment Request that goes upstairs and it won’t get approved by EDO accounting. 

Clicking on the hyperlink of the Project opens the entire project.  

Clicking on the hyperlink for the Payment Request Number will open the actual Payment Request. 

To return to the main Financial page, just click the Financial Tab again. 

View Paid 

Clicking on View Paid replaces the view in Financial with all the Paid Payment Requests. 

 

You may, but should not, change the status and populate the amount from this screen. There is more 

detail that must be entered ON each payment request/approval. You do not want to override a payment 

that has already been paid. 

Clicking on the hyperlink of the Project opens the entire project.  

Clicking on the hyperlink for the Payment Request Number will open the actual Payment. 

To return to the main Financial page, click the Financial Tab again. 
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Show Ledger 

DCJ is not using the Ledger since ZG tailored the payment information to relate to our Funding Sources, 

this feature is not used for DCJ. 
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Reporting 

The Reporting tab provides a snapshot of all the Report requirements for all projects in this Program. 

Reporting due dates may be tailored for each Project.  The Reports names cannot be tailored (i.e. Report 

1 will always be report 1 and cannot be changed to Quarterly 1-A). The only way to know what Report 1 

corresponds to is to look at each project.  The due dates are set one time in program setup, and then 

may be tailored on a project by project basis. 

Automatic email reminders will be sent to the Account Owner (which was set up to be the Project 

Director) for each report 5 days prior to the due date. 

 

During the setup process a Reporting Schedule is attached for the grantee under the Grant Agreement 

tab and the grantee has to certify that they read it.  As long as the grantee following instructions (  ) 

then the reports should match the Reporting Schedule. The Reporting Schedule is put together by the 

GPM & GFM similar to COGMS. During the transition Lyndsay/Lindsey created these for the grantee. For 

new grants, this will be part of the setup process after the grantee is awarded. 
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Send Email to Selected  

You may select all or send an email one at a time from this screen. Sending an email from this screen is 

identical to Sending Email from the Application Screen. 

When you send an Email ZG does not keep a copy of the email. A notation in the Activity Log will 

indicate that a message was sent, at what time and by whom, but doesn’t display the content.  If you 

want to use this process for sending a Late Letter, then you will want to be sure that you or a general 

DCJ email address is listed in the “Additional Contacts” section of each grant.  
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Send Reminder to All Overdue 

This automatically sends a message without any other prompts.  

 

When you send an Email ZG does not keep a copy of the email. A notation in the Activity Log will 

indicate that a message was sent, at what time and by whom, but doesn’t display the content.  If you 

want to use this process for sending a Later Letter, then you will want to be sure that you or a general 

DCJ email address is listed in the “Additional Contacts” section of each grant.  
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Data 

You may use the Data tab to run reports. There is no mapping or additional security that is needed. You 

may run a pre-made report on the right hand side or create your own from the variables on the left-

hand side. 

If you want a report that you cannot generate by yourself because the variables aren’t present, please 

let Lindsey know. We can put in a request to ZG to have them build it for us. Specialize reports may be 

costs money. 

The Grant Charts will be run from this page as a pre-made report from ZG. 
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Program Setup  

Program setup is reserved for the Senior Administrators. You have access to this, but as a BUSINESS 

RULE, DON’T make changes. Currently, only senior administrators should make changes to Program 

setup. You could potentially crash the system if you update something that shouldn’t be updated. It is 

probably best if you avoid that button altogether. 

Please do not go to Program Setup unless specifically instructed by Lyndsay or Lindsey. 

 

 

 

If you accidently find yourself in Program Setup, backup by clicking on My Account or Dashboard. 
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XI. Application/Project Tabs 

You may open an Application/Project from several different places as seen in the above instructions. 

Regardless of how you open the Project, you will always see the same information. There are a series of 

tabs associated with each Application/Project.  

Once you open a Project you will have your Program tabs at the top and another row of Application Tabs 

below. The Application Tabs are specific to the Application you have open. 

 

Application/Project Tabs: 

Application Information tabs 

 Application Summary 

 Organizational Details 

 Questions 

 Budget Summary 

 Tables 

 Documents 

 Extra 
 

Post-Decision tabs – these are not visible until the Official Decision is set to Approved for a 

particular project. The grantee cannot see these tabs on their end until the Notified of Official 

Decision box is checked.  

 Grant Agreement 

 Financial 

 Report (Post Award Submission)s 

 Tasks – not visible to Grantee 
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Application Summary 

Once you open an application, you will be on the Application Summary page. From this tab you may 

perform some administrative functions  such as unlocking a project for editing, Notifying a grantee of 

the official decision, send an email by opening a gmail window, and etc. You may also update project 

fields and settings that are not part of the “Application”. 

See the Grantee Transition instructions to learn more about what the grantee sees in relation to these 

screens. 
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Header Information 

Once you open an application you will see header information for the project you have open: Agency 

Name, Project Title, the amount awarded and the amount requested.  

 

Agency Name is pulled from the Applicant’s Organization Details tab (see Grantee instructions). We do 

not have access to update this on behalf of the grantee. Only the Account Owner, and not a collaborator 

may update this. 



                                          

Page 76 of 98  01/26/2017 (rev 9/17) 
 

Project Title is pulled from the Applicant’s Application. Collaborators may update this field (including 

DCJ staff logged in as a collaborator). During the transition we set up DCJ stat as collaborators. In new 

funding opportunities the grantees are instructed to add DCJ staff as collaborators. 

ZoomGrants has an App ID System, but that ID is not a field that is easy to locate and is not part of the 

data fields. It is more of an afterthought. Therefore, a field was created to house the project number. 

This number will show on reports, but not on any of the main screens on the Dashboard. Therefore, as a 

business practice the project number is added to the Title by DCJ staff logged in as a collaborator after 

the Application is submitted. 

Award Amount is the large dollar amount located under the project title. This matches the Official 

Decision amount and reflects the actual award.  

Requested Amount is the small dollar amount located under the project title and pulls from the 

application. Collaborators may update this field. This amount should NOT be updated after the 

application is submitted. For the transition grants the award amount was entered into the requested 

amount.  

 

Official Decision 

The Official Decision may be changed at ANY TIME, but does not mean you should.  During the 

transition all grants are approved (we didn’t entered projects unless they were awarded).  Don’t change 

the decision. New funding opportunities will have a separate job aid for updating the Official Decision 

following the board/council funding meetings. 

The Official Decision Amount may only be updated by allocating the funds on the Financial tab.  

 

Review Tools 

This opens the scoring tab for this project. There is no Intake Validation, Financial Review, or Program 

Review. There is only one scoring section shared by Grant Managers and the Council/Board. The 

transition grants did not have score information entered.  

See the job aids for internal review for new funding opportunities. 
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Trial Decision and Trial Amount have been pre-populated to Approve and the Award amount for the 

transition projects. New funding opportunities will be populated during the funding conferences by DCJ 

staff. See separate job aid. 

To return to Application Summary click the Application Summary tab. 
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Application Summary Address & Contact Information 

Information is pulled from the Applicant’s Organization Details tab (see Grantee instructions). We do not 

have access to update this on behalf of the 

grantee.  

Collaborators cannot update this information. 

Only the single Account Owner may update this 

information. 

 

 

 

 

 

IRS Verification & SAM Verification 

ZoomGrants verifies the status of applicant organizations via the EIN and/or DUNS numbers. Using data 

released by the federal government, ZoomGrants completes an IRS verification (via each applicant’s EIN) 

and/or a SAM verification (via each applicant’s DUNS 

number) and presents the results for each applicant in 

the Application Summary tab of their applications. 

The federal government releases this data every month, 

so the IRS and SAM checks are completed once an 

applicant submits their application and are 

automatically updated monthly, following the release of 

the new data.  

The IRS verification will only appear in the Application 

Summary tab of an application if a valid EIN is entered. The SAM verification will only appear in the 

Application Summary tab on an application if a valid DUNS number is entered. 

DCJ will not be utilizing the IRS verification because there is a process established with CORE. You should 

make sure that the EIN here matches the CORE EIN. 
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Application Submission Details 

Provides information about Pre-Application/Organizational Details, if applicable, and the Application 

submission status. 

 

Application Contact 

Information is pulled from the Applicant’s My Account Profile tab (see Grantee instructions). We do not 

have access to update this on behalf of the grantee.  

Collaborators cannot update this information. Only the single Account Owner may update this 

information. 

Send Email – Clicking this button or on the hyperlink of the email 

address will launch a new blank email to the recipient. This will be sent 

from your state google account and is NOT tracked in ZoomGrants. You 

may attach any email communications to ZG by saving a copy of the email 

and uploading it to Documents. 

Setting the email to launch in your State Gmail account is a computer 

setting that each DCJ user will need to update. See the instructions to set 

your default email client to your state email. 

 

https://cdpsdocs.state.co.us/dcj/Grants/Instructions_DefaultEmailClient.pdf
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Additional Contacts 

DCJ staff AND Grantee may update this field (enter data and click outside the box to save). Once it is 

updated it shows on BOTH sides (i.e. DCJ staff side & Grantee side).  

  

 

DCJ should be added as an additional contact for each grant. If there are extra Returns, Spaces or 

Commas, the additional contacts may fail. 

 OAJJA = cdps_dcj_oajjagrants@state.co.us 

 OVP = cvsgrants@state.co.us 

Applicant History 

Provides a snapshot of ALL projects this grantee has with DCJ regardless of unit (OVP/OAJJA). If you click 

on Full Applicant History it will take pop out a window for applicant history. 

Note: You may manually enter limited information on “old” projects in 

Applicant History if you want a better picture of the Grantee’s funding 

through DCJ. 

 

 

mailto:cdps_dcj_oajjagrants@state.co.us
mailto:cvsgrants@state.co.us
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Settings 

Several of the settings may be updated in bulk through the Applications screen or on a grant by grant 

basis. These fields must be populated manually.  

Primary Contact 

This is a ZG field that cannot be changed. The dropdown box 

includes ALL Administrators regardless of Program 

(OAJJA/OVP). This field does NOT appear on the Dashboard or 

Pre-Application tab as a sortable field. 

Judicial District 

This is a custom DCJ field and may be re-tasked for different 

programs. Currently DV/MJ as well as CVS use Judicial District 

whereas Coverdell, JAG & NCHIP do not. JAG uses this field for 

purpose area. This field is a sortable field on the Dashboard and also visible on the Pre-Application tab. 

Award Classification 

This is a custom DCJ field and will remain constant for ALL grant programs as it is required to run the 

Grant Chart. Most grants are Passthrough-Standard. DCJ will be entering Administrative funds into ZG, 

these “projects” will be labelled “Administration”.  There are variables for JAG such as Local, State & Set-

Aside passthrough. 

Project Status 

This is a custom DCJ field and will remain constant for ALL grant programs as it is required to run the 

Grant Chart. The status is either Open or Closed. The project will only be marked closed once the Grant 

Closeout Checklist (external to ZG) is completed and the project is official closed. 

Open for Editing 

Once an Application is submitted it cannot be edited. This box will be checked to open the following tabs 

for editing:  

 Pre-Application/Organizational Details (ONLY if auto-approve is on) 

 Questions/Statement of Work 

 Budget Summary 

See separate job aid for when to Open for Editing the processes to be followed. Note: items contained 

on the Tables tab have separate check boxes to open each column of a table for editing. 

Notified of Official Decision 

This box should NOT be checked until after the Grant Agreement is generated (i.e. the statement of 

work including the G&O and the budget are finalized and approved). Once this box is checked the 

Grantee has access to the Post Award tabs: Grant Agreement, Financial, and Reports. 
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Official Decision Comment 

This box is used to record funding recommendation decisions. Comments in this box will be merged into 

the various funding recommendation letters. See job aid for additional information on how to use this 

field to merge into Funding Recommendation letters. 

Funding Instructions 

This box is currently not used.  

Funding Date 

This is the date that will appear on the top of the Funding Recommendation Letters. See job aid for 

additional information on how to use this field to merge into Funding Recommendation letters. 

Collaborators  

The collaborator feature allows applicants to invite others to work on the specific sections of the 

project.  Only the singular Account Owner may update, delete or give access to collaborators.  

When transition grants were entered DCJ staff were entered. New funding opportunities grantees will 

be instructed to add DCJ staff as collaborators.  

When DCJ staff log in as collaborator he/she must log in using the following link: 

http://www.zoomgrants.com/invitations.asp 

A collaborator can only edit update the information that they have been given access to: Application, 

Reports, Financial, Grant Agreement. Collaborators CANNOT create, archive, or delete an application. 

Internal Research Notes 

This is an unlimited text box where you may keep any project related notes. There will be no prompts or 

reminders tied to this field, but you may enter notes in here that would assist you and your co-workers 

in managing this grant. If you add a note, include your name and date. Separate each note with “--------“.  

This field is visible to Administrators only (DCJ Staff and Reviewers).  

Internal Research Questions 

Internal Research questions are specific to each program. This field is visible to Administrators only (DCJ 

Staff and Reviewers). The first question will always be project number. The rest may be modified for 

each grant program, but during the course of implementation we have found a few fields that should be 

standardized between all programs. The LAST question will always be “Original Award Amount” for the 

Grant Chart. 

http://www.zoomgrants.com/invitations.asp
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Activity Log 

The Activity Stream contains the activities for this project. Click Show More to view additional activities 

or click Sortable Version to open the complete Activity Stream 

in a new window.   

Once an entry is made it can NOT be deleted. There is also no 

character limit for the comment. 

The activity stream may be turned on for the Grantee to see, 

but at this time all Programs are set so that Grantee may not 

see this activity stream.  

This may change in the future, but if DCJ is using this field to 

track internal notes, then it is not recommended by ZoomGrants. We have considered marking report 

approvals by the program and financial managers here, but may be replacing this process with tasks. See 

job aids for more information. If DCJ doesn’t use this field for internal tracking, then we could make it 

visible to grantees. 
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Organizational Details 

 

This tab contains Legal Entity information which is consistent across all Programs, plus an additional 

questions added after those required questions.   

This tab has two sets of rules depending how you set up your Program. 

1) Automatically Approve Organizational Details: YES – Once the Application is submitted this tab, 

along with Questions and Budget Summary are locked down. To unlock this tab and the other 

two tabs for editing, click “Open for Editing” on the Summary Page. 

 

2) Automatically Approve Organizational Details: NO – Once the Pre-Applications is submitted 

this tab is locked down. To unlock this tab for editing, click “Unsubmit” on the Pre-Application 

tab; unsubmit returns it to the Grantee.  

This tab allows for a maximum of 15 questions: 

Short Answers (maximum 30 questions combined) 

 Single Line - text or numbers, limited to 250 characters 

 
 

 Multiple Choice - select ONLY ONE answer from a list of choices you define. A maximum of 20 

choices (rows) may be entered for the Grantee to select from. 
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 Checkboxes - select ONE OR MORE answers from a list of choices you define. A maximum of 20 

choices (rows) may be entered for the Grantee to select from. 

 
 

 Table Format - text or numbers, limited to 10 characters each, for a list of options you define 

(Numerical data preferred, Total is automatically included). A maximum of 20 choices (rows) 

may be entered for the Grantee to select from. Each Grantee response is limited to 10 

characters. 

 

Long Answers (maximum 5 questions) 

 Paragraphs - text or numbers, limited to number of characters you choose. 

 

  



                                          

Page 86 of 98  01/26/2017 (rev 9/17) 
 

Questions 

 

This section contains all the data that is currently part of the grant award Statement of Work with the 

exception of the Goals & Objectives and the Budget which are found in different tabs. New programs 

will also have additional Application questions on this page. 

Once the Application is submitted this tab is locked down. The Questions tab is considered part of the 

Application may be edited if the grant manager clicks “Open for Editing” on the Summary Page. 

This tab allows for a maximum of 50 questions: 

Short Answers (maximum 30 questions combined) 

 Single Line - text or numbers, limited to 250 characters. See example above in Pre-

Application/Organizational Details. 

 Multiple Choice - select ONLY ONE answer from a list of choices you define. A maximum of 20 

choices (rows) may be entered for the Grantee to select from. See example above in Pre-

Application/Organizational Details. 

 Checkboxes - select ONE OR MORE answers from a list of choices you define. A maximum of 20 

choices (rows) may be entered for the Grantee to select from. See example above in Pre-

Application/Organizational Details. 

 Table Format - text or numbers, limited to 10 characters each, for a list of options you define 

(Numerical data preferred, Total is automatically included). A maximum of 20 choices (rows) 

may be entered for the Grantee to select from. Each Grantee response is limited to 10 

characters. See example above in Pre-Application/Organizational Details. 

Long Answers (maximum 20 questions) 

 Paragraphs - text or numbers, limited to number of characters you choose. See example above 

in Pre-Application/Organizational Details. See example above in Pre-Application/Organizational 

Details. 
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Budget Summary 

 

This section contains a snapshot of the Budget, the budget details are part of tables 2 & 3 (Personnel: 

Budget & Budget Narrative Details & Non-Personnel: Budget & Budget Narrative Details) under the 

Tables Tab. This tab does NOT link to Tables Budget Detail tab or the Amount Requested on the 

Summary Page; all of these variables are separate. It is important that both Grantees and Grant 

Managers know this and update the fields accordingly. 

Once the Application is submitted this tab is locked down. The Questions tab is considered part of the 

Application may be edited if the grant manager clicks “Open for Editing” on the Summary Page. 

 

Tables 

 

This section contains five (5) different tables. The Tables tab editing ability is controlled by the grant 

manager who may open up columns for editing at any time after the Application is submitted. These 

tables are manually locked down by Lindsey or Lyndsay, when the funding opportunity closes and 

doesn’t lock down when the application is submitted. This means that a Grantee may submit an 

Application, but modify the Tables up until the application deadline. 

Goals & Objectives  

Table 1 will Always be Goals & Objectives regardless of Program, but you may edit the table (i.e. add 
columns or row, change label or row titles, delete rows and columns, add rows and columns, or add 
questions). 

Personnel: Budget & Budget Narrative Details  

Table 1 will Always be Personnel Budget regardless of Program, but you may edit the table (i.e. add 
columns or row, change label or row titles, delete rows and columns, add rows and columns, or add 
questions). 
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Non-Personnel: Budget & Budget Narrative Details 

Table 1 will Always be Personnel Budget regardless of Program, but you may edit the table (i.e. add 
columns or row, change label or row titles, delete rows and columns, add rows and columns, or add 
questions). 

Tables 4 & 5 

These tables are Program specific and may be used to meet the Program needs. Currently, some 
programs are using table 4 to capture additional project funding and table 5 to capture prior funding for 
the same project. 
 

Documents 

 

Documents tab contains ALL submissions except 1) Payment Request (3), 2) Financial Report (1-A), 3) 

Program Income (1-B), and Narrative Report (2).  

Any document that is marked Required, must be uploaded before the Application may be submitted. If 

you have a document that is required for some and but not for all, you would not mark it required, but 

included instructions in the title as well as in the application instructions. 

A template may be uploaded to each Document Requested. Currently, for post award submissions, we 

are linking to DCJ Grants page.  

 

 

Extra 

This tab may be used for a variety of reasons and is PROJECT specific. Example: The Juvenile Diversion 

Council has specific follow-up questions for the Grantees that were needed to make decisions on 

funding. The Grant Manager entered the specific questions on the Extra tab for each Project. The 

Grantee then logged in an answered those questions. The Reviewers and DCJ staff can see those 

responses. 
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Grant Agreement 

 

The Grant Agreement Tab is not visible to the Grantee until “Notified of Official Decision” is selected on 

the Summary Page. This box should only be selected once the Grant Agreement has been generated, 

uploaded to the tab and the Reporting Schedule has been uploaded to the tab as well. 

 

Prior to any payment being processed the Grant Agreement information must be certified. The content 

of this field is Program specific. The only consistent items will be: 1) attaching the reporting schedule 

(similar to the award schedule in COGMS), and 2) Uploading the Grant Agreement (this is where the 

Grantee will download their copy of the Grant Agreement for printing and signing).  
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Example: 

 

Grant Agreement – Grant Agreement & Signatures 

Once a Grantee signs an item the signature is locked down unless you “Rescind Signatures”. You cannot 
rescind the signatures if DCJ has signed. 
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Financial 

The Financial Tab can be thought of as tracking the Federal/State funded portion of the award by pot of 

money. It relates to the Payment Request (DCJ Form 3).  The Financial tab contains an overview of the 

total award grant award (less match), the status of all payment requests, and the remaining balance.  

 

 

Payment Requests 

See the How to Process a Payment Request Job Aid. 

 

Report  

 

The Report tab will contain information regarding: 

1. Financial Reports (1-A) – completed within the Tab, not upload required 

2. Project Income (1-B) – completed within the Tab, not upload required 

3. Narrative Reports (Form 2) – Uploaded to the Report tab. 

Each report should be submitted to correct report tab # as defined in the Reporting Schedule. 
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Once a Report is submitted a green checkmark will appear: 

 

If a report is overdue, red text will appear: 

 

 

Report Totals 

 

The Report Totals provides a summary of all the reports submitted. The first column corresponds to 

Report 1; the second column corresponds to Report 2; and etc.  
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Tracking the Financial Report (DCJ Form 1-A) Totals 

Within the Reporting Totals there is a section that summarizes all the report data. This can be utilized to 

track Expenditures to Date by line item by compiling all submitted Financial Reports. This captures all 

the information of the paper 1-A, but it is laid out differently. 

In this example below Reports 1, 3, 5, 7 and 9 correspond to the Financial Report, where 1,3,5,7 capture 

quarterly date and 9 captures Final data. Only two quarters have been reported to date. This snapshot 

only captures Award dollar Expenditures (question #6). Questions #7 - Expenditures This Quarter- Cash 

Match; question #8 - Expenditures This Quarter - In-Kind Match, and question #9- Unpaid Invoices This 

Period, have similar boxes to the one described below. (Match will only show for programs that allow 

match.) 

The Grantee has this same view, but cannot update the Goal. 
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Totals: sums the expenditures reports on each submitted report. 

Goal: Is the Approved Award Amount. This must be manually entered by DCJ staff and updated if there 

is a budget change. If a Goal is entered, then the percentage of the total award expended to date will be 

calculated as well as the remaining balance.  

%: percentage of the total award expended to date. 

Remaining: the remaining balance for that line. 

Tasks 

Task will be used extensively with ZoomGrants. ZG does not have a workflow or notification system for 

approving reports. The use of task will serve as the tracking mechanism within ZoomGrants.  

Each task has a due date, title, description, and person assigned. Once a grant is awarded every project 

will be set up with a series of tasks to reflect the reporting needs on a project by project basis. 

Tasks show up on a user’s dashboard. See the Job Aid for Setting up Tasks. 
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XII. Version Control 

There is no concept of versions in ZoomGrants. There is only a one living document that may be updated 

at various times. Therefore, DCJ needs to implement some version control mechanisms to track 

changes. 

The Grantee cannot update the “Application” data unless you open it for editing. However, when you 

open it for editing you cannot open just specific questions/sections. The tables (Goals & Objectives, 

budget details) are slightly different and you have more control, but the Statement of Work section & 

Budget Summary is all or nothing when it comes to editing. 

The process that DCJ will implement is capturing a snapshot of the project, saving it to PDF and 

attaching that PDF to the documents tab PRIOR to opening any section up for editing. 

From any single application you can select the PDF function. This will create a PDF document. This 

document does NOT have a date stamp on it. Therefore, you will want to rename the PDF to include the 

date. 
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Save the document anywhere, like your desktop. You will NOT need to save this document after you 

upload it so put is somewhere you can easily delete. 
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Open the application by clicking on the application name. 

 

Go to Documents and upload the PDF. Mark the PDF as “Internal Only”. 
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