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ZoomGrants Account Structure
Grantees will log into ZoomGrants as either an Account Owner or a Collaborator. Additional Contacts
may be added for communication purposes only.

Account Owners

Accounts are linked to a singular email address (Account Owner). There is no agency account in ZG;
there are only individual accounts.

e The userlD is the email address. There is no agency account in ZG; there are only individual
accounts and the userlID is an email address.

e The Account Owner must add Collaborators and Additional Contacts at the Application level for
each project.

e Individual accounts belong to the Grantee and are not specific to DCJ or even the State of
Colorado. A grantee that has a ZG account may use that account to apply for any ZG opportunity
regardless of whom the funder is and where the funder is located. However, an individual
account may NOT be used as an administrator account and a Grantee account (i.e. if you give
out grants and manage those grants with ZoomGrants, you may not use that same
account/email address to apply for grants as a grantee).

Only the Account Owner may:

Add, delete, modify Collaborators

Create, delete or archive an Application

e Submit an Application

e An Account Owner may be changed to another email address (new Account Owner) at any time
by the current Account Owner or by Zoomgrants staff upon request.

Collaborators

The Account Owner adds Collaborators on a project by project basis. The Account Owner must ensure
that all the appropriate Project Officials and DCJ staff are added as Collaborators to each grant, and
given the proper permissions.

e (Collaborators cannot submit, archive, or delete an application.
e (Collaborators can update a grant project, complete reports, and upload documents for a grant
or a project if given the proper permissions.

A Collaborator may be given access to:

e Application: Edit the following tabs: 1) Summary, 2) Organizational Details, 3)
Questions/Statement of Work, 4) Tables. Note: Once an application is submitted it cannot be
edited unless it has been open for editing by a DCJ Grant Manager.

e Report: Access the Report tab (Narrative Report CVS-2, Financial Report 1-A, Program Income
Report 1-B).

e Financial: Access payment requests (Payment Request Form 3).

e Grant Agreement: Access the grant agreement tab. This tab contains the Reporting Schedule, a
copy of your current grant agreement, and any additional instructions provided by your DCJ
Grant Manager.
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NOTE: When applying for a new funding opportunity the Account Owner must add DCJ Staff as
Collaborators. This allows DCJ staff to provide more comprehensive technical support. Instructions
will provided within ZoomGrants.

Additional Contacts

The Account Owner adds Additional Contacts on a project by project basis. Additional Contacts may also
be updated by Collaborators and DCJ Staff.

e Additional Contacts will receive any email Notification generated out of the ZG system.
Notifications may include award letters, funding recommendations, and report late notices.

e Additional Contacts do not have access rights to the grant unless they are also included as a
Collaborator.

NOTE: A generic Division of Criminal Justice email address will be added as an additional contact on
each grant in ZG. Do not delete this email address.

Log into ZoomGrants

e Account Owners and Collaborators log in using different URLs. Only the Account Owner can
create a new Application.

e You may use any up to date browser (Internet Explorer, Mozilla Firefox, Safari, etc.). Chrome is
preferred.

Account Owners - Login

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

e If you are an existing DCJ Grantee currently using ZoomGrants, the Account Owner should log in
using current credentials. Do NOT create a new account.

e If you are new to ZoomGrants create a New ZoomGrants Account. The email address you enter
will be the email address associated with the Account Owner. DO NOT create an account here if
you are a Collaborator.

e Once you enter the new Account Owner Email, Password, First Name, Last Name and click on
New Account, you will be logged in.
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EEmm:  Eising

Users

Colorado Division of Criminal Justice

Open Programs

Open Programs

Existing ZoomGrants™ Users:

Email
| Stay logged in? (Admins and Reviswsrs only)

Password

How do | do this?

New Users

Forgot password?
HELP RESOURCES AaY

7

New ZoomGrants™ Account

\Q

Email
Password
First Name
Last Name

Account Type

Mew Account

Note the Password Requirements

= Password must be 816 characters
and contain at least 1 letter and 1

number.

= e do not sell or rent your perscnal
information to anyone. Ever.

1) Confirm that you are logged in:

ZCOMGRANTS
My Account Home‘l

Colorado Division of Criminal Justice

Open Programs

HELP RESOURCES FULLSCREEN LOGOUT AAY

(__ Welcome, DCJ Test 1 Not DC.J Test1?j

Collaborators - Login

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

ZCOMGRANTS

Please log in to continue

Please enter your email address and password to continue.

Lo

Email Address
Password

Close Window
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Forgotten or Unknown Password

If you are an Account Owner and have forgotten your password or if you have been invited as a
Collaborator and do not know your password, click on the Forgot Password option on the main
ZoomGrants.com page.

ZoomGrants requires all users to maintain a Security Profile to aid in the retrieval of passwords. If you
forget your password, answering those three questions correctly will allow you to reset your password.
If you have yet to set up your Security Profile, you will receive your password in an email from
Notices@ZoomGrants.com.

Log In

Home / Log In

Email Login:

Password:

Ll
Remember me! (for Administrators and Reviewers only)

=
Forgot Password J}

- If you received an invitation, you need to Log in to Invitations here.

—

i
\
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Change in Account Owner

If there is a change in personnel and the Account Owner needs to be changed, either the current
Account Owner may change it or the Grantee must contact ZoomGrants at
Questions@ZoomGrants.com. DCJ does NOT have access to change Account Owners.

My Accou

| My Applications | | Account Profile

My Account Profile My Organization ‘ Change UserlD/Password )

Change UserID/Password

Cail Userid test@dcj.com
Current Password |
| R —— . InsertPhssword ’

New Password
(leave blank unless changing)

Change UserlD/Password

Enter the new Email Userld and the current password, then click Change UserID/Password. Once
changed you will need to log out and then log back in using the new Email Userld.

Home Page
The Home Page contains My Account Home and Open Programs.

e My Account Home: Contains existing Applications and the Account Profile information
associated with the user.
e Open Programs: Open Programs will automatically be visible once you log in and it contains only
open Programs that are accepting applications.
o Note: Programs = Funding Opportunity.

My Account Home |

Colorado Division of Criminal Justice

Open Programs

Open Programs

2016 OVP Transition (CVS (CY16-17) & VOCA one-time) ——
Office for Victims Programs | Apply| | Preview |
10#6/2015 - Organizations Only T —
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Creating a New Application

Open Programs

Identify the appropriate Open Program (Funding Opportunity) for which you will submit an application.
Note: Each Program will have detailed instructions associated with the program and are contained in the
Library for each Program.

Creating an Application/Viewing the Program Details

You may access the application by either selecting Preview or Apply.

Colorado Division of Criminal Justice

How do | do this?

Open Programs

2017-2019 OAJJA Combined Grant Programs (NCHIP, COV, Formula)
Office of Adult and Juvenile Justice Assistance ‘nwlyl ‘ Pr=v|m|
1/26/2018 - Organizations Only

2018 Edward Byrne Memorial Justice Assistance Grant Program (JAG)
Office of Adult and Juvenile Justice Assistance |Apply | | Preview|
2/16/2018 - Organizations Only
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Apply: You may select Apply to view the Application, the associated Program information (attached
announcement, library, funding opportunity details, etc.), and begin an application.

m Welcome, DGJ Test 1 Not DCJ Test 17

HELP RESOURCES FULL SCREEN LOGOUT AaY

| Thank you. Your application has been created. You may get started now.

My Account Home Refresh Page

rado Division of Criminal Justice
ce of Adult and Juvenile Justice Assistance

2017-2018 State Juvenile Diversion Program & Marijuana Tax Deadiine 1172016
Cash Funds

Open Programs | Deseription Additional Criteria/Information Eligibility Criteria Library Contact Admin
Ameumens Information regarding the Funding Opportunity
hescription [nide this] & Instructions

This Funding Opportunity includes both the 2017-2018 State Funded Juvenile Diversion Grant Program (D'} and the 2017-2018 Marijuana
Tax Cash Fund (MJ). See the Instructions located on the Library tab for each grant program.

If you are interested in applying for both grant programs, you will need to submit two separate applic ations. Marijuana Tax Cash Fund grant

applic ants must also submit a Juvenile Diversion Grant applic ation. In order to be eligible for the Marijuana Tax Cash Fund grant, you must
also be awarded a Juvenile Diversion grant.

DCJ Test Profile 1 Application Status: Mot Submitted

Submit Now | | Print/Preview
Find a Grant Writer Archive this Applic aticn

(§u-rmry Pre-Application/Organizational Details ~ Statement of Work & Application Questions ~ Budget Summary _\
Tables (G&0, Budget Details, Additional Funding) ~ Documents

$ 0.00 requested

Sum mary (answers are saved automatically when you move to another field)

| Instructions Show/Hide

The Application. You may begin completing your

application.
Project Name/Project Title

Amount Requested So

W J

Once you click Apply, you will have created an Application, even if you don’t complete any fields.
Your application will be automatically saved, so y ou may exit the application and return at any time.

My Account Home
(o) b

ncomplete Applications (1) Appri
(full application not yet submitted)
show/hide

Colorado Division of Criminal Justice Decl
Office for Victims Programs ec
2016-2018 OVP Transition Grants (deadline 7/13/2017)

£0.00 Application 1D 85329 = 0
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Preview: You may select Preview to view the Application and the associated funding opportunity
information (attached announcement, library, funding opportunity details, etc.).

m Welcome, DCJ Test 1 Mot DCJ Test 17

HELP RESOURCES FULL SCREEN LOGOUT AAY

Iy Account Home

Colorado Division of Criminal Justice
Office of Adult and Juvenile Justice Assistance

2017-2018 State Juvenile Diversion Program & Marijuana Tax Deadiine 11712015
Cash Funds

F Open Programs | Descripticn Additional Criteria/information Eligibility Criteria Library Contact Admin
Anncuncements

Information regarding the Funding Opportunity

Description [hide this] & Instruictions
This Funding Opportunity includes both the 2017-2018 State Funded Juvenile Diversion Grant Pregram (DV) and the 2017-2018 Marijuana
Tax Cash Fund (MJ). See the Instructions loc ated on the Library tab for each grant program.

If you are interested in applying for both grant programs, you will need to submit two separate applic ations. Marijuana Tax Cash Fund grant
applicants must also submit a Juvenile Diversion Grant application. In order to be eligible for the Marijuana Tax Cash Fund grant, you must
kalso be awarded a Juvenile Diversion grant. J

DCJ Test Profile 1

ﬁvlw\quwar!:u
Summary Pre-Application/Crganizational Details Staternent of Work & Application Questio
Tables [ G&O, Budget Details, Additional Funding) Diocuments

Summary {answers are sa@fd automatically when you move to another fieid)

|[ instructions snowrise | The Application. In Preview mode, it is not editable.
You must select "Apply Now/Start Application" to

Project Name/Project Title create and begin Ediﬁ.‘[lg

Amount Requested 5

Applicant Information

First Mame DCl

Last Mame Test 1
Telephone 303-123-4567
Email

Meqanization nformation J
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Navigating the Application

The Application is broken into two sets of tabs.

e Program/Funding Opportunity Tabs: Visible from within any application specific to a particular
Funding Opportunity.
e Application Tabs: Specific to each individual Application

Program/Funding Opportunity Tabs

The Program tabs are visible at the top of every application and consist of the following tabs:

e Open Programs: Exits the Application and returns to the Home Page/Open Programs.

e Description: Details regarding the Funding Opportunity.

e Additional Criteria/Information: Details regarding the Funding Opportunity.

o Eligibility Criteria: Details regarding the Funding Opportunity.

e Library: Contains instructions and other downloadable documents/forms.

e Contact Admin: Launches an email window addressed to DCJ staff through your computer’s
default email browser. The default email browser is a computer setting on your computer.

e Announcements: Contains mass notifications from DCJ.

My Account Home Refreszh Page
f Colorado Division of Criminal Justice '1

Cfice of Adult and Juwvenile Justice Assistance

2017-2018 State Juvenile Diversion Program & Marijuana Tax Deadine 11/7/201
Cash Funds

Open Programs | Description Additional Criteria/Information Eligibility Criteria Library Contact Admin

Anncuncements _‘J

Thoroughly review all the of Program details including eligibility and instructions before continuing
onto the application.

Application Tabs

The Application tab structure and functions are consistent between all Applications, but may have
different naming conventions between Programs/Funding Opportunities.

e Summary: Contains basic information about the applicant and the project/application. This is
consistent between programs.

e Organizational Details: Contains information about the applicant legal entity information. This is
consistent between programs.

e Statement of Work & Application Questions: Contains questions unique to each program.

e Budget Summary: Contains a basic budget overview. This is consistent between programs.
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e Tables (G&O, Budget Details, Additional Funding): Contains various tables such as Goals &
Objective, Budget Details and other program specific questions.

o Documents: Location for the uploading of documents by the applicant/grantee.

e Grant Agreement: Only visible if the application is awarded.

e Financial: Only visible if the application is awarded.

e Report: Only visible if the application is awarded.

e Report Totals: Only visible if the application is awarded.

DCJ Test Profile 1

% 0.00 requestad

Application Status: Not Submitted

Submit Now | | Print/Preview

Eind sl

f Summary Pre-Application/Organizational Details

Tables (G&0, Budget Details, Additional Funding) ~ Documents

Summary

Statement of Werk & Application Questicns

Budget Summary

| Instructions Show/Hide

Completing an Application

Each Application contains header information between the Program tabs and Application tabs. Your

application will be automatically saved. You may exit the application and return at any time.

Note: See the program/funding opportunity instructions in the Library for specific instructions for

each program.

Print/Preview: You can view all project information in one
may save this version as a pdf on your computer.

document by clicking Print/Preview. You

R R—

‘ My Account Home ‘

Colorado Division of Criminal Justice
Office of Adult and Juvenile Justice Assistance

Juvenile Diversion (DV) Transition 2016
I

Open Programs Description Additional Criteria/Information Eligibility Criteria

DCJ Test Prefile 1

2017-DV-17-000001-08 / Juvenile Diversion

Program for test - Year 3
$ 63,251.00 requested

HELP RESOURCES FULL SCREEN

Contact Admin

Welcome, DCJ Test 1 Mot DCJ Test 12

LOGOUT Aav

Refresh Page

CLOSED Deadline 8/1/2016

Announcements

Application Status: Approved $

1,000.00

Judicial District: 1

Award Classification: Passthrough -
Standard

Grant Program Manager: Michele
Lovejoy

Project Status: Open

+f Submitted: 7/26/2016 1:58:32 PM

Summary Pre-Application/Organizational Details Questions Budget Summary Tables

Grant Agreement Financial Report Report Totals

| Print/Preview

Documents
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Summary

Contains basic information about the applicant and the project/application. This is consistent between
programs.

Pre-Applic ation/Organizational Details Questions Budget Summary Tables Documents

Grant Agreement Financial Report Report Totals

Project Number/Title and Amount

Project Name/Project Title 2017-DV-17-000001-08 / Juvenile Diversion Program for te
Amount Requested 5 /3251

Field Content Notes

Project Name/Project Title | Project Number and Project Name Enter the Project title. At a later time

DCJ, as a collaborator, will update the
project title with the project/grant
number.

Amount Requested Current Award Amount Enter the total amount of funds
requested. This field may be updated
any time prior to submitting the
application. It does not automatically
calculate and there isn’t a check to
compare this figure against the budget
details contained within other sections
of the application.

Applicant Information

Applicant information contains information about the individual Account Owner. First Name, Last Name,
Telephone, and Email are linked to the Account Profile and ALL other Applications associated with the
account. If any of these fields is updated it will update that field in My Account Profile and all other
Applications belonging to the Account Owner.

New Users: These fields will be blank. Update the information here and it will populate My Account
Profile and will populate in future applications.

Continuation Users: These fields will already be populated. Any changes made here will change the
fields in the My Account Profile and all other Applications belonging to the Account Owner.

Applicant Information

First Name DCJl

Last Name Test 1

Telephone 303-123-4567
Email DCITestl@dcj.com
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Field Content Notes
First Name Information associated with the Any changes here will change the
UserlD information in My Account Profile
and all other Applications belonging
to the Account Owner.
Last Name Information associated with the “
UserID
Telephone Information associated with the “
UserID
Email UserlD of the account Email associated with the account. It
can only be changed within the My
Account Profile in Change
UserlD/Password

Organization Information

Organization information contains information about the agency associated with the account. All of the
fields except for the SAM/DUNS Expiration are linked to My Account Profile and all other Applications
belonging to the Account Owner. If any of these fields is updated or changed it will update that field in
My Account Profile and all other Applications belonging to the Account Owner.

The SAM/DUNS Expiration is not in My Account Profile, but it is linked to all other Applications
associated with all other Applications belonging to the Account Owner.

New Users: These fields will be blank. Update the information here and it will populate My Account
Profile and will populate in future applications.

Continuation Users: These fields will already be populated. Any changes made here will change the
fields in the My Account Profile and all other Applications belonging to the Account Owner.

e DCJ goes through an extensive validation process regarding Agency information. This includes
verifying name consistency with the Colorado Secretary of State, CORE validation, etc.
e Aninconsistent name could slow or even halt the processing of grant agreements and

payments.

e If you have an existing approved project, please do not update these fields without discussing
this with your DCJ Grant Manager.
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Organization Information (changes to this data will be reflected on alf other applications for this organization)

Applicant Agency Name
Address 1

Address 2

City

State/Province Non-US [+ |
ZIP+4/Postal Code

Country United States |Z|
Telephone

Fax

Website

EIN (OCX000000K)
DUNS Number

CEO/Executive Director (if NA, enter Signature Authority)

First Name

Last Name

Title

Email

Field Content Notes

Applicant Agency Name Name that the agency is doing Any changes here will change the
business as. information in My Organization and all
If you have a parent entity (Legal other Applications belonging to the
Entity, this information is entered on | Account Owner
the Organizational Details tab.

Address 1 Address associated with this agency “

Address 2 “ “

City “ “

State/Province “ “

ZIP+4/Postal Code “ “

Country “ “

Telephone Primary contact for this agency “

Fax Primary contact for this agency “

Website Website for the agency “

EIN (XX-XXXXXXX) Tax ID for payment Editable - this must match the coding

in the state financial system. EIN must
have the “-“in the number (XX-
XXXXXXX) or it won’t pass the IRS
validation test.

DUNS Number Federal DUNS number This field will be validated against

SAM.gov

CEO/Executive Director (If

NA, enter Signature

Authority)

First Name List the Executive Director of your Any changes here will change the
agency. If you do not have an ED, list information in My Organization and all
the Signature Authority information. other applications in this account

Last Name “ “

Title “ “

Email “ “
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IRS Verification & SAM Verification
This information does not appear immediately, but will appear sometime after you begin your
application.

IRS Verification

o Verified Exempt Organization

SAM Verification
Active

Expiration Date: 11/2/2016

Access full record at SAM.Q

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.

Contact ZG Tech Support desk — (866) 323-5404 x2, for questions on IRS & SAM verification.
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Adding Collaborators and Additional Contacts
Collaborators

The account is associated with a single Account Owner. The collaborator feature allows the applicants
(Account Owners) to invite others to work on/have access to specific sections of the project.
Collaborators will not receive communications from ZoomGrants. If you would like a Collaborator to also
receive notifications, add the individual to Additional Contacts as well.

Enter that person’s email address and decide which sections they can access (the application itself, the
reports, or the invoices), then the system sends an email invitation to that person. The invited users can
log in at https://ZoomGrants.com/Invitations.asp, where they can access all of the applications on which
they have been invited to collaborate. Note: Report, Financial, and Grant Agreement boxes are not

visible unless the project/application is awarded.

Collaborators

Collaborators can only eait applicalion dala (questions). I ney cannot submit, archive, or delele Inis application

Email Address Editing Access Status

Application Report Financial Grant Agreement

Invite
Add to Additional Contacts (below)

Michele.Lovejoy@state.co.us A4 v v L4 nvited
Gary.Fugo@state.co.us v v v v nvited
Lyndsay.Clelland@state.co.us A4 v v L4 nvited

Additional Contacts for this Application

Project/Grant Collaborator: Add other individuals to your project such as the Financial Officer, and

others who will work on the post award submissions (payment requests, narrative reports, etc.).

Depending on the editing access that is granted, collaborators can edit the application questions, submit
reports, and create and submit invoices. They CANNOT submit, archive, or delete the application.

DCJ Staff Collaborators: You must add DCJ staff as collaborators for each project. See the Summary

Instructions for each program to determine which DCJ staff collaborators you must add.
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https://zoomgrants.com/Invitations.asp

Summary Pre-Application/Organizaticnal Details Statement of W
Tables (G&O, Budget Details, Additional Funding) Doc uments

Financial Report Report Totals

Summary

Instructions Show/Hide

See Navigation instructions for more information.

/5CJ Collaborators MUST be added to this Application:
Michele. Lovejoy@state co.us
Gary Fugo@state co.us
Kyle_McDonald @state.co.us
Lyndsay.Clelland@state.co.us
@dsey,mnnsnn@state,r:o,us

Project Name/Project Title

Amount Requested

Additional Contacts for this Application

Additional Contacts will be copied on all emails sent to the application owner regarding this application.
Enter ONLY email addresses separated by a comma. No spaces. No names. No titles. No phone numbers.
Additional contacts do not have access to the project.

Note: DCJ will have a general email address added here for each project. Do not delete.

Organizational Details

Contains information about the applicant legal entity and other programmatic requirements. Often
times a grantee will have a Legal Entity Name that is different than Applicant Agency Name and we need
to capture both. If you do business under the same name as the legal entity name, then this information
will be the same as the My Organization Information.

DCJ goes through an extensive validation process regarding Agency information. This includes verifying
name consistency with the Colorado Secretary of State, CORE validation, etc. Discrepancies in legal
entity information may delay the start of the award and/or payment processing.

Once a project has been submitted it cannot be edited unless it is opened for editing by a DCJ grant
manager. These fields may be updated by the Account Owner or any Collaborator that has been given
access to the Application.

New Users: Complete this form using your legal entity information and the project officials associated with this
project/application.

Continuation Users: Complete this form using your legal entity information and the project officials associated
with this project/application. The entity information should match previously approved DCJ project(s) associated
with this account, you may copy and paste the information from the approve application to the new one.
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B

Summar\,rq Pre-Application/Organizational Details /) Questions Budget Summary Tables Documents

Grant Agreement Financial Report Report Totals

Questions

This section contains basic project data that will become part of the grant award Statement of Work.
See the instructions in the Library for information about each question.

Once a project has been submitted it cannot be edited unless it is opened for editing by a DCJ grant
manager. These fields may be updated by the Account Owner or any Collaborator that has been given
access to the Application.

Summary Pre-Application/Organizatienal Details Budget Summary Tables Documents

Grant Agreement Financial Report Report Totals

All fields must be completed in order to submit the application. If a field does not apply to you, you must
enter “NA” in the field. If a table/grid does not apply to you, you must enter “0” in the first box.

Budget Summary

Contains a basic budget overview and is consistent between programs although Item Descriptions may
vary from program to program. Once a project has been submitted it cannot be edited unless it is
opened for editing by a DCJ grant manager. These fields may be updated by the Account Owner or any
Collaborator that has been given access to the Application.

This section is NOT linked to the budget. Budget details that are part of tables 2 and 3 (Personnel:
Budget & Budget Narrative Details and Non-Personnel: Budget & Budget Narrative Details) are under
the Tables Tab. You must manually update this tab. Be sure the figures match the Budget Details under
tables.
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Summary Pre-Applic ation/Organizational Details Statement of Work & Application Questions I( Budget Summary )

Tables (G&O, Budget Details, Additional Funding) Documents

Financial Report Report Totals

Bu dget Summar‘f (answers are saved automatically when you move to another field)

|- Instructions Show/Hide ‘

Budget Summary Requested/Awarded
As a Collaborator, DCJ staff will edit and maintain information on this Tab.

Item Description Grant Funds Cash Match In-Kind Match Match Total Project Total
Personnel % 5 5 5 5
Supplies & Operating % 5 5 5 5
Travel $ $ $ $ $
Consultants / Contracts $ $ $ $ $
Indirect % 5 $ 5 $
Total $ 0.00 Total §$ 0.00 Total § 0.00 Total $ 0.00 Total § 0.00
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 specific times. NOTE: Not all grant programs are using
this tab. If the tab is not visible you are not required to complete it. See instructions listed in the Library.

Once a project has been submitted it cannot be edited unless it is opened for editing by a DCJ grant
manager. These fields may be updated by the Account Owner or any Collaborator that has been given
access to the Application.

B

Summary Pre-Application/Organizational Details Questions Budget Summary Documents

Grant Agreement Financial Report Report Totals

Goals & Objectives

Personnel: Budget & Budget Narrative Details
e Click on the Refresh button to calculate columns and rows.

Non-Personnel: Budget & Budget Narrative Details
e Click on the Refresh button to calculate columns and rows.

Additional Project Funding
e Click on the Refresh button to calculate columns and rows.

Prior JAG Funding
e Click on the Refresh button to calculate columns and rows.
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Documents

Location for the uploading of documents by the applicant/grantee. Required documents must be
uploaded in order to submit the application. Note: Some documents may be required for some
applicants and not others, therefore, they are not marked as required. If instructions indicate that you
must submit a document and you do not, your application will be considered incomplete.

Documents may be updated by the Account Owner or any Collaborator that has been given access to the
Application. All uploaded documents will be housed here with the exception of the Narrative Report,
which will be uploaded on the Report Tab.

3

Summary Pre-Applicatien/Organizatienal Details Questions Budget Summary Tables

Grant Agreement Financial Report Report Totals

Click the Upload button and follow the prompts to upload or link your document. To download a
template click on the hyperlink for that document. A window will pop-up. If the window does not pop-
up, check you pop-up blockers and try again.

TOU TS DE TOUTET T 10 DEgT.

Summary Pre-Applic ation/Organizational Detail atement of Work & Application Questions Budget Summary

Tables (G&D, Budget Details, Additional Funding)

Financial Report Report Totals

Documents

Documents Requested * Required? Uploaded Documents *
DA Certification [Required for ALL NON-District Attorney's T Upload

Download template: TEST
Job Descriptions [For grant funded positions]

-none- Upload
List of Board Members [Required for Community Based _ _
Organizations] none Ao
Audit/Financial Review (Please link this document rather Required _ _
than attaching. if possible) none ARcad
Financial Management Questionnaire Required _ _
Download template: TEST none Upload
Organizational Chart Required .. Upload
Certificate of Insurance [Required for Community Based _ _
Organizations] none Upload
Certification of Match T Upload
CAC certification and Substance Use Disorder State
Licensure -none- bpioad
Agency License to Provide Substance Use Disorder
Treatment -none- Upload
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File Upload Window - Google Chrome . SRRCE X

Link to File (YouTube, Dropbex, cloud storage,
webserver, efc.)

3 Select a file to
upload

Choose File | No file

Bl o

File size is limited to 4MB.
Supported file extensions
OC, XLS, DOCX, XLSX, TXT., RTF, WPS,

SSXW

ODT. TAB., CS8V. WKS,K SXC, .ODS, PPT. PPS
SXI, ODP. PDF. GIF. JPG, PNG. MW, WAV,
AIF, MP3 . MP4, MID, MPG, MOV, WMV, RM,
JPEG, SHP, SHX., DBF., KML,K KMZ K TIF,K TIFF

Document type PROPOSAL DOCUMENT

Upload Now

Be sure to verify that your upload was successful
by testing the link to download your file after this page reloads.

*ZoomGranis™ is not responsible for the content of uploaded or linked documents

@ ZoomGrants (GRANTA...ST.COM, LLC) [US] | https://zoomgrants.com/fileup.asp?go=y&propi &
W Close Window | |Help
File Upload Window

Document Requested Uploaded Document *

T-aaareny - none-
1 File description )
to-gtRE-atiorri inle—etes
2 Type of ® File Upload (file size limited to 4MB each)
attachment

Enter a file description
Chose the file to upload
Then click Upload Now

i e

Submitting your Application

Refresh the page to see the uploaded document

In order to submit your application ALL fields on the following tabs must be completed:

1) Summary Tab

2) Questions (Statement of Work/Application Questions)

3) Budget Summary —ZG will allow you to submit if this table is blank, however, if it is blank your

application will be considered incomplete.

4) Tables (G&O, Budget Details, Additional Funding) — ZG will allow you to submit if a table is blank,

however, if it is blank your application will be considered incomplete.

5) Documents- Required documents only. — Some documents may be required for some applicants
and not others, therefore, they are not marked as required. If instructions indicate that you
must submit a document and you do not, your application will be considered incomplete.

Click on the Submit Now Button to submit your application. You will be required to enter your initials on

a certification statement.
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Colorado Division of Criminal Justice
Office for Victims Programs

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

Open Programs | Drescription Eligibility Criteria Additional Criteria/lnformation Contact Admin Anncuncements

Print/Preview
Submit Now

a Grant Writer  Archive this

Deadline 10/7/2016

Applicsh

$50,522.00 requestad

Summary Pre-Application/Organizational Details Questions Budget Summary Tables Diocuments

nother fieid)

Summary

Instructions Show/Hide

Consolidated OWP Grants transitioning onto ZoomGrants. The grants/projects that are included in the OWP Transition 2016 program will in the
post award phase.

$50,522.00 requestad

Application Completion [hide this]

By entering your initials here you certify this submissicn truthfully and ﬁ_ome fields are missing answers: —\
accurately represents your application and is hereby submitted for review.
Submission of this application does not, in any way, guarantee that your Questions Question 4
applic ation will yield a favorable result. Submission of this application also Questions Question 5
indicates your agreement to the terms of using ZoomGrants ™. Questions Question &
Questions Question 7
Questions Question 8
* 1. | certify that | am authorized to submit this applic ation on behalf of the Questions Questio
agency. Questions Question 10
= 2. | certify all information contained in the applic aticn is accurate. Questions Question 11
* 3. | acknowledge that any resulting contract and grant award will inc lude: Questions Question 12
significant state and federal requirements that wil have to be adhered to Questions Question 13
during the grant peried. A sample of these requirements is included on the Questions Question 14
OWP website at hitpi/iidcj.state.co.usiovp. Questions Question 15

ons Cuestion 16
Questions Question 17
Questions Question 18

If you have completed these fields, click
Refresh Page above {we will re-check all of
your answers ) and then Submit again.

This RED message wil be replaced with a plac
to enter your initials.

\o

Summary Pre-Application/Organizational Details Questions Budget Summary Tables Diocuments

Summary (answers are saved automati

when you move to another fisld)

If there are missing fields they will appear in red. Go to the correct tab and complete the appropriate
guestion. Reminder: every field must be complete. Once you complete the missing question click on the
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Refresh Page button. Repeat this process until the initials box appears. Enter your initials and click
Submit Now.

Your application will be automatically saved if you have entered at least one field. You may exit the
application and return at any time.

Checking the Status of your Application/Project
The Status of each Application/Project will appear within the Application itself. The information is
located between the Program tabs and Application tabs within the application.

NOTE: The Account Owner and Additional Contacts will receive email notifications regarding the status
of the grant as well as requests for information prior to the final decision being made available within

ZoomGrants.

W Welcome, Not?

HELP RESOURCES FULLSCREEN LOGOUT AAY

Refresh Page

Colorado Division of Criminal Justice
Office of Adult and Juvenile Justice Assistance CLOSED Deadline 9/14/2017

2017-2020 State Juvenile Diversion Program & Marijuana Tax Cash Funds

Description  Additional Criteria/Information  Eligibility Criteria  Library Contact Admin Announcements

~ ~
Application Status: Approved $

100,937.00

Judicial District; 2

Award Classification: Passthrough - Standard
$ 100,937.00 requested Grant Program Manager: Michele Lovejoy
Project Status: Open

v Submitted: 11/9/2016 1:36:34 PM (Pacific)

Print/Preview

\ v/

Summa Organizational Details Statement of Work & Application Questions Budget Summal Tables (G&O, Budget Details, Additional Fundin, D Extra
oy & pp! 8 Ly B

Grant Agreement Financial Report Report Totals
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Returning to your Application/Project
Your application will be automatically saved if you have entered at least one field. You may exit the

application and return at any time.

Welcome, DCJ Test 1  Not DCJ Test 17

w HELP RESOURCES FULL SCREEN LOGOUT AAY

My Account Home !]

Colorado Division of Criminal Justice

Open Programs

From the Home Page click on My Account Home.

My Account Home

My Account Home has two sections:

e My Applications: Contains all Applications.
e Account Profile: Contains information associated with the user.

Logged in as DCJ Test 1 | Logout | Not DCJ Test 1?2

My Account Home

17
My Applications§ | Account Profile

My Applications
My Applications has a series of sections:

DCJ Test Profile 1

e Incomplete: Applications created (at least one field populated), but not yet submitted
e Submitted: Applications submitted and a funding decisions has not yet been made

e Approved: Applications that have been awarded

e Declined: Applications that have been denied funding

e Archived: Applications that the user has archived
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My Account Home

My Applications | | Account Profile |

yel amitted)

Incomplete Applications (1) Approved Applications (0)

show/hide

Colorado Division of Criminal Justice
Office for Victims Programs
2016-2018 OWP Transition Grants (deadline 7/13/2017)

Declined Applications (0)

$0.00 Application 1D 85331 :

Submitted Applications (0)

ed, ae ar

Archived Applications (0)

anea)

To open an Application click on the hyperlink (name of the project) that you want to open.

Submitting more than one Application

If your agency is planning on submitting more than one application under the same account profile, you
have two options to create a subsequent application: 1) Duplicate an existing application or 2) Create a
New Application — Apply Again.

Duplicate

The Duplicate feature only works if you are submitting multiple applications for the SAME Funding
Announcement (e.g. If you are submitting two 2017 Colorado Justice Assistance Grant applications, you
may use the duplicate feature. You can NOT copy the 2016 Colorado Justice Assistance Grant into the
2017 Colorado Justice Assistance Grant applications, and must create a new applications).
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My Account Home

My Applications | | Account Profile |

Incomplete Appllcatlons (1) Approved Applications (0)

showrmde

Colorado Division of Criminal Justice

Office for Victims Programs Declined App"catlons (0]
2016-2018 OWP Transition Grants (deadline 7/13/2017)

$0.00 Application ID 85331 '%' Ll

Submltted Appllcatlons (0) If you "duplicate” an

application, it will make an
identical copy WITHIN the
SAME funding opportunity.

Archived Appllcatlons (0)

(application abandoned)

If you use the Duplicate feature, please review the new application carefully and make sure you update
all the fields to reflect the changes of the subsequent application.

Apply Again

When you select Apply Again, you will get a new blank* application within that funding opportunity. *All
fields will be blank except those fields populated from your account profile (some Summary page
information).

The only way to access the Apply Again feature is when you first log into ZoomGrants using the following
URL: https://zoomgrants.com/gprop.asp?donorid=2225 . If you are already logged in, you will have to
log out and log back into get to this screen.
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Colorado Division of Criminal Justice

Open Programs

Open Programs

2017-2019 OAJJA Combined Grant Programs (NCHIP, COV, Formula)
Office of Adult and Juvenile Justice Assistance
1/26/2018 - Organizations Only

Approved
Approved
Approved
Approved
Approved
Approved
Approved
Archive

2016-]D-01-1 / Colorado Division of Criminal |ustice - || Administrative Long Bill

2016-]D-02-2 / Colorado Division of Criminal Justice - Council Expenses

2016-]D-06-08 / Colorado Division of Criminal Justice - Compliance Monitoring System Improvement
2016-]D-07-10/ Colorado Division of Criminal Justice - 2016 DMC Staff Grant

2016-]D-13-04 / Colorado Division of Criminal Justice - 2016 System Improvement for Juvenile Justice

2017-D-01-1 / Colorado Division of Criminal Justice - || Administrative Long Bill

2017-D-02-2 / Colorado Division of Criminal Justice - Council Expenses

2017-|D-06-08 / Colorado Division of Criminal Justice - Compliance Monitoring System Improvement

Archive

2017-|D-07-10/ Colorado Division of Criminal Justice - 2017 DMC Staff Grant

Archive

20174D-13-4 / Colorado Division of Criminal Justice - 2017 System Improvement for Juvenile Justice

Undecided Set Aside Placeholder

'ApplyAga | Previewk

Managing your Account after Award
All the information you entered in the individual application will populate information in My Account
Profile. Individual credentials for the Account Owner are associated with the account. Any information

changed here will change in ALL applications associated with the account. If a field is changed in the

application, it will also be changed here.

My Account Home

ZCOMGRANTS

Welcome, DCJ Test 1 Not DCJ Test 172

HELP RESOURCES FULLSCREEN LOGOUT AAYV

A
‘ My Account Homel
\

Open Programs

Colorado Division of Criminal Justice

Account Profile

ZOOMGRANTS

My Account Home

|’ My Applications‘ Account Profile

DCJ Test Profile 1

Logged inas DCJ Test 1| Logout| Not DCJ Test 12

AAY
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My Account Profile

Contact information for the Account Owner.

My Account Home

My Applications | { Account Profile

My Account (my personal information)
First name

Last name

Address 1

Address 2

City

State

Country

Telephone

Manage Security Profile

DCJ Test 1

pa

Test1

700 Kipling street
Suite 1000
Lakewood

303-123-4567

co v Zip 80215
United States v
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My Organization

Contains information associated with the user’s agency.

My Account Home

My Applications | { Account Profile

My Account Profile My Organization Change UserID/Password

Organization Information
Organization Legal name
Address 1

Address 2

City

State

Country

Telephone

Fax

Website

EIN

DUNS

CEQ/Executive Director
First name

Last name

Title

Email

DCJ Test 1

Manage Security Profile

DCJ Test Profile 1
700 Kipling Street
Suite 1000
Lakewood
co v
United States
3032390000
3032390000
NA
123456789
087654321

John.

Smith.

Director,
John.Smith@djc.com.

Zip 80215

Change UserID/Password

Individual credentials for the user associated with the account.

Email UserlID: If you change the Email UserID it will change the login credentials for this account. You

will not be able to access this information using the “old” Email UserID. To change a UserID you will
need to enter the current password. If you do not know the UserlD associated with this account, DCJ will
be able to inform you of the UserID, and send the password to that email address. ZoomGrants, not DCJ,

will be able to change the account or reset the password.

Change Password: Enter the new password twice.

My Account Home

My Applications | ( Account Profile

DC] Test 1

My Account Profile My Organization Change User|D/Password Manage Security Profile

Change UserID/Password

Email Userid

Current Password

(required to make any changes)
New Password

(leave blank unless changing)

DCITesti@dcj.com

i :
Change User|D/Password
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Manage Security Profile

ZoomGrants requires all users to maintain a Security Profile to aid in the retrieval of passwords. This
profile consists of three security question/answer pairs. If you forget your password, answering those
three questions correctly will allow you to reset your password.

1) Click on Manage Security Profile
If you have backed out and are coming back into the system following the path:

My Account Home
Account Profile
Manage Security Profile

2) Review/Update Manage Security Profile as appropriate
e Update your questions and answers, then click the Save button.

My Account Home

My Applications = | Account Profile

DCJ Test 1

My Account Profile My Organization Change UseriD/Password Manage Security Profile

Security Profile

In order to better protect your account, your data, and your privacy, we have added password
recovery questions to your profile. Please select the three questions f answer pairs below.

Question #1: Select -
Answer #1:

Question #2: Select R
Answer #2:

Question #3:  Select |
Answer #3:

Save
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ZG Tips, Training & How To Information

Navigating the home page

ZooMGRANTS Existing ZoomGrants™ Users: Emaill Passwaord
Stay logged in? (Admins and Reviewers only) | Lagin

} Forgot password?

HELF RESOURCES AAY

Colorado Division of Criminal Justice New ZoomGrants™ Account
Open Programs How do | do this?
Email
Password
Open Programs
First Mame
OWP Transition 2016 —
Office for Victimns Programs Apply | | Preview Last Mame
873072016 - Organizations Only
Account Type (% Qrganization
Mew Account
= Password must be B-18 characters
and contain at least 1 letterand 1
number.
= We do not sell or rent your personal
information to anyone. Ever
Forgot Password?
ZooMGRANTS Existing ZoomGrants™ Users:  Email Passwaord :l

HELF RESOURCES AAY

1. User will be prompted to provide an email address to reset password.

Click the Recover Password button.

3. Input the answers to all three of your security questions, then click Next. If you’ve answered all
three correctly, you'll be able to enter a new password.
Note: If you have not set up your Security Profile, you will receive your new password in an email

N

from Notices@ZoomGrants.com.
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HELP

ZoOMGRANTS Existing ZoomGrants™ Users: Email Password :l

Stay logged in? (Admins and Reviewars only) | Login

‘ HELR ’RESOUF{EEE ALY

Forgot password?

1. When selected the screen is expanded to show Instructions
2. To hide the instructions click [hide this]

Instructions [nids thiz]

5 Submit your application and wait for a decision
6 If you are selected to receive funding. you might be required to submit invoices or reports

= When you paste dats into a field, the character count will be insccurate until you
sdd/delete at least one character.

* Log out and come back at any time to continue your work, but be sure to finish and
submit before the deadline.

= Submi early, i you can!

L ZooMGRANTS Existing ZoomGrants™ Users: Email Password
Stay logged in? [Admins and Reviewers only) | Lagin

Forgot password?

HELFP RESOURCES ALY

How do | do this? Additional Help
1 Create a ZoomGrants™ account (below) or log in to your existing account (sbove) Additional help i= anly & click away:
2 Selecta Program to apply for, then click the Apply button to get started
3 Answer the questions and/or fill in the fields in each tab Ydaddden
&4 i necessary, upload any requested documents
iew a Slide Show

through your application Applicant Tip Sheet

TIP5:
= Answers are saved sutomsatically when you leave each field. .
= Tum SPELL-CHECKIMG on. Your browser probably has it, might as well use it. Content Questions?
= Copying/pasting data works best when you are pasting UNFORMATTED text. (Bullets
and other special characters do not transfer and are ususally replaced with question Contsct Admin
marks. )

Having Technical Problems?

Ack ZoomGrants ™

RESOURCES

ZooMGRANTS Existing ZoomGrants™ Users: Email Password :l

Stay logged in? (Admins and Reviewers only] | |agin

Eoigot password?
HELP I‘RESOUF{E'.E,S iﬁ.l‘l"

1. When selected the screen is expanded to show Additional Resources
2. To hide the additional resources click [hide this]
3. Additional Resources
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Additional Resources [nide this]

Meed help writing this application? e — )
Find and hire & Writer and give them access  |Find & Grant Wiiter| Content Questions?

to your application.
Contact Admin

Featured Grant Writer

|:"ph:-t:- Carolyn Owens
e Carolyn Owens Grantwriting Consultant

Having Technical

l
Tucson, A7 Problems?
Ask ZoomGrants ™
Specialties:
Children/Youth, Hunger/Poverty, Heslth, Environment,
Education,

During my 12 years of solid grant writing and research
expenence, | have increased revenue for a wide vanety of
nonprofits including youth programs, food and agriculture
programs, conservation organizations, job and housing programs
and schools. ...

\iew Profile | Contact

o The Resource section is developed by ZG — DCJ does not promote any particular grant
writer.

o DCJ will not provide any training or support regarding the Grant Writer information.
4. Content Questions? Contact Admin

o See HELP above
5. Having Technical Problems? Ask ZoomGrants

o See HELP above

AAY((increases or decreases the page font size)

W Existing ZoomGrants™ Users: Email Pazzwaord :l

Stay logged in? [Admins and Reviewars only) | Login

Forgot password?

HELF RESOURCES

1. Depending on the browser you are using it will increase/decrease the font size or tell you how to
increase/decrease it.
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REFRESH PAGE

At the top of each page in the Application is a “Refresh Page” button. This function will show uploads
recently uploaded as well as calculated values associated with the tables. Be sure to refresh your page
often.

———
HELP RESOURCES FULL SCREEN LOGOUT AAY

I 'ﬂy Account Home | |Refresh Page }J

Colorado Division of Criminal Justice
Office of Adult and Juvenile Justice Assistance

. . . L. CLOSED Deadline 8/5/2016
Juvenile Diversion (DV) Transition 2016

COpen Programs | Description Additional Criteria/Information Eligibility Criteria Contact Admin Announcements
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