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1 Summary 
 

The Colorado Grant Management System (COGMS) is a statewide enterprise system designed to 

electronically enhance efficiency for outgoing grant awards.  The Division of Criminal Justice, 

under the Department of Public Safety, was the first agency to utilize the COGMS. The COGMS 

automates all phases of a grant cycle from application submission to project closeout. Grantees 

will now utilize COGMS to request reimbursement for approved budget expenditures, as well as 

submit all narrative and financial reports online. 
 

This guide is intended to provide step-by-step instructions for Grantees to access their Justice 

Assistance Grant (JAG) via the COGMS.  Paper copies of the award documents will no longer 

be mailed to grantees.  Follow the instructions on the following pages to access,  PRINT, sign, 

and return the award documents associated with your grant. 
 

 
 
 

2 Logging into COGMS 
 

Using your COGMS Username and Password, log into the system at 

https://g3.state.co.us/grantium/frontOffice.jsf 

https://g3.state.co.us/grantium/frontOffice.jsf
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If you have forgotten your password, please use the link under the Login button to enter your 

email address for a password reset. 
 

If you lock yourself out of COGMS, please contact Lyndsay Clelland at  
lyndsay.clelland@cdps.state.co.us 

 
 
 
 

3 Accessing Your JAG Award Documents 
 

After successfully logging into COGMS, the following screen that includes your Workspace in 

the left-hand menu will appear. The Workspace includes tabs for “Applicants”, “Funding 

Opportunity Registrations”, “Projects”, and “Submissions.” 
 

Above the Workspace there is a section called Profile that provides your account information 

and a place to change your password, if needed. 
 

To access your JAG Award Documents, click on the “Submissions” tab in the left hand menu as 

illustrated below. 

mailto:lyndsay.clelland@cdps.state.co.us
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Upon clicking “Submissions” all Submissions associated with your project will be listed. Look 

for the “Acknowledge Award Schedule & Documents” under the Submission list and click on 

the  icon.  This will open up the form and allow access to the award documents. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
NOTE: If your agency received more than one JAG award and your login is associated with 

another project, please use the filters at the top of the screen to select the correct Applicant 

Project Name (see red arrow above). 
 

After clicking on the  icon to access your JAG award, the first screen will be Project 

Information. This screen provides basic project information about your grant, including the 

Project Title, Grant Number, Recommended Funding Amount, and Project Duration. Please 

make note of the information on this screen. 
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If you have questions about any of the information on this screen, please contact your DCJ 

Grant Manager for clarification. 
 

Click on the “Next” button to proceed. The next screen is the “Grant Award Letter”. Please 

read the letter in its entirety. Before proceeding, answer the “I have read the Grant Award 

Letter” question at the bottom of the screen. NOTE: answering “No” to this question prevents 

you for accessing your JAG award documents, so please answer the question with “Yes.” 
 

Pay special attention to any references in the grant award letter to Special Conditions 

associated with your project. 
 

Click “Save and Next” to proceed after answering the question. 
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The “Acknowledgement” screen is where your JAG award can be accessed. In order to access 

your Award Schedule and the award documents, you will need to open each “Reference 

Submission” located at the top of the screen. 
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To review your Award Schedule, which describes all the required documentation, click on the 

“Setup Award” icon. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Once the “Setup Award” is opened, a list of all required financial and narrative reports, 

payment requests, and prior approval forms will be listed for your project. Award balances on 

the project are also available on this screen. 
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Upon completing your review of the Award Schedule, click on the “Back to Acknowledge 

Award Schedule” button located in the left bar menu (see red arrow above). 
 

You are now ready to generate and download the award document. Click on the “Generate 

Award Documents” icon located in the “Reference Submissions” and immediately go to the 

left bar menu and click on the “Export to PDF” button. This will generate a PDF file of your 

award document.  Print and send THREE signed copies of the award document to DCJ. 
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After clicking on “Export to PDF”, a screen will pop up that contains all the elements of the 

award document.  It is imperative that ALL formlets are selected for export.  Failure to 

properly download the entire award documents will result in a delay in fully executing the 

contract. Click on the “Export to PDF” button at the bottom of the screen. 
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At the bottom of the screen, a pop up window will appear, asking you to “Open” or “Save” the 

document. Select “Open.” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Upon clicking the “Open” button, a new window will pop up on the computer and display a full 

version of your award document, beginning with the Table of Contents. Note: due to the 

limitations of the PDF export, the award document will be extremely long. 
 

 

 
While still viewing the PDF export of the grant award document, click on “File” in the upper left 

hand corner of the screen. Scroll down to “Save As” and click on “PDF”, as illustrated in the 

screen shot below. 



13 | P a g e 
 

 
 

You will be prompted to select a folder on your computer to save the export of the grant award 

documents. Once the appropriate folder to save the document has been selected, simply click 

on “Save.”  Click on the red X in the upper right-hand corner to close the document. 
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REMEMBER: You will need to print TWO COMPLETE sets of the award document for the 

Authorized Official at your agency to sign. All three signed copies need to be mailed to DCJ. 
 

Division of Criminal Justice 

Office of Adult and Juvenile Justice Assistance 

700 Kipling Street, Suite 1000 

Denver, CO 80215 
 
 

After successfully saving the document to your computer and closed the PDF export, the next 

step is to return to the “Acknowledge Award Schedule” formlet in COGMS. Click on “Back to 

Acknowledge Award Schedule” in the left-hand menu. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Review the terms and conditions of the award document and indicate that you agree to these 

terms and conditions by answering “Yes” or “No” to the question. If you choose to decline the 

award, please answer the question “No”.  By selecting “Yes” your agency is legally bound to the 

language provided in the award document. 
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Provide any comments to DCJ staff in the comment box, if applicable. 
 

Click on the “Save & Next” button at the bottom of the screen to proceed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The final screen in this step is the “Submission Summary”.  If you have answered all questions 

and acknowledgements, the “Submit” button will be active. Click on the “Submit” button to 

complete this step. By clicking “Submit” and completing this step, it does not mean you have a 

fully executed grant agreement until three signed copies of the award documents have been 

received by DCJ and processed for signatures at the State.  Both steps must be completed. 
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NOTE: TWO copies of the signed award document, along with a signed DCJ Form 30 (see 

Section 4 below), must be returned to DCJ, in addition to completing the steps in COGMS. 

DCJ will not make payments to Grantees until all paperwork is complete and fully executed 

by the State of Colorado. 
 
 
 
 

4 Downloading the DCJ Form 30 – Certification of Compliance with 

Regulations (EEOP) 
 

The Division of Criminal Justice requires that all projects complete and return a DCJ Form 30 to 

ensure compliance with federal Equal Employment Opportunity Plans. 
 

The DCJ Form 30 can be downloaded from the COGMS.  The completed form must be returned 

to DCJ with your signed award documents. Failure to properly complete and return this Form 

will result in delay of payment for activities related to your project. 
 

Upon opening the “Acknowledge Award Schedule & Documents” form you will have access to 

a downloadable version of the DCJ Form 30. Simply click on the DCJ Form 30 link and click on 

Open when prompted at the bottom of the screen. 
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Clicking on the Open button will launch the DCJ Form 30 in a Microsoft Word document. Save 

the document to your computer. Print the document and complete ALL sections, including the 

box in the middle of the page 1 asking for the name of the person in the agency that is 

responsible for reporting civil rights findings of discrimination. This is generally an individual in 

the Human Resources department at the agency. Complete Section II of the DCJ Form 30 by 

checking a box in accordance with the appropriate certification for the agency. 
 

The Authorized Official from your agency must sign the DCJ Form 30. The DCJ Form 30 must 

be returned with your signed award documents. 
 
 
 
 

5 Questions? 
 

If you have difficulty accessing your JAG award document or have any other questions related 

to the award documents, please contact your DCJ Grant Manager or Lyndsay Clelland at 

Lyndsay.clelland@state.co.us. 

 

mailto:Lyndsay.clelland@state.co.us

